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1. Introduction 

Wise CRM is a customer and lead relationship management application built by Wise Technologies. It 

keeps a complete, shared record of every organisation you work with ς customers and leads alike ς 

together with their contacts, communication history, documents, invoicing status and the tasks your 

team needs to complete. 

The application is a Windows desktop client that talks to a central server over a fast, encrypted TCP 

connection. Because all data lives on the server, every user of your licence sees the same information, 

and edits made by one person become available to everyone else the moment they refresh. A companion 

mobile app (Android and iOS) gives read access to the same data on the move. 

Who this manual is for 

This manual is for everyday users and for administrators. Most of it applies to everyone; sections and 

paragraphs that require administrator rights are marked accordingly. The final chapters cover the 

configuration files and server topics an administrator maintains. 

How the system fits together 

ω Desktop client (WTCRM.exe) ς the full application: browse and edit customers, leads, tasks, notes 

and settings; send mass e-mail; run integrations. 

ω Server (WCRM_Server.exe) ς stores all data as files on the server disk and serves them to every 

client over TCP. One server can host many separate licences. 

ω Mobile app (Wise CRM Mobile) ς a lightweight read-only companion that connects to the same 

server and shows the same customers, leads, tasks and notes. 

How the application is organised 

The main window is divided into five tabs, each covering one area of work: 

ω Customers ς organisations you already do business with, including invoicing and payment tracking. 

ω Leads ς prospective organisations you are still pursuing, with a follow-up workflow. 

ω Tasks ς to-do items that can be linked to a customer or lead, with reminders, priorities, colour cues 

and an audit trail. 

ω Notes ς free-form shared notes with keyword and per-user visibility filtering. 

ω Settings ς ǘƘŜ ǎƘŀǊŜŘ ƭƛǎǘǎ όŎƻǳƴǘǊƛŜǎΣ ŎƛǘƛŜǎΣ ǇǊƻƧŜŎǘǎΣ ƪŜȅǿƻǊŘǎΣ ǳǎŜǊǎΧύΣ ƛƳǇƻǊǘκŜȄǇƻǊǘΣ Ŝ-mail 

configuration, and your own account preferences. 

Tip ς tooltips everywhere 

Almost every button in Wise CRM has a tooltip. Hover the mouse over a control for a moment and a short 

explanation of exactly what it does will appear. This manual and those tooltips describe the same 

behaviour. 
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2. Getting Started 

2.1 Logging in 

When you start Wise CRM the login screen appears. Enter the user name and password provided by your 

administrator and confirm. The application connects to the server, downloads the shared data, and opens 

on the Customers tab. 

 
Figure 1. The login screen. The licence number sits at the top, the credentials in the middle, and the licence check result is 

reported in the bottom-left corner. 

Three things have to be right before you are let in, and the screen tells you which one failed. The licence 
must name a data set the server knows: the moment the screen opens, the client asks the server about 
the stored licence and reports the answer in the bottom-left corner - ά[ƛŎŜƴŎŜ - /ƘŜŎƪŜŘΣ hYΦέ ƳŜŀƴǎ ǘƘŜ 
data set was found. The user name must be an e-mail address that exists in that licence's user list, and 
the password must match it. 

 
Figure 2. Credentials. The user name is the e-mail address recorded for you in Settings, not your display name - the name is 

what other users see on your tasks and actions. 

Press LOGIN (or Enter) to continue, EXIT to close the application without connecting. A wrong user name 
or password is reported in place and you can simply try again; the licence, server address and port are 
remembered between sessions, so in daily use only the password has to be typed. 
Default view: if you have set a default project for your account (see Settings), the Customers and Leads 

lists open pre-filtered to that project, so your most common working view is ready immediately. 
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2.2 The licence 

Each installation is bound to a licence ς a unique key that selects which data set on the server you work 

with. The licence is entered on the login screen (masked for privacy; an administrator password reveals 

it). Committing a new, valid licence switches the client to that data set and clears the user name and 

ǇŀǎǎǿƻǊŘ ǎƻ ȅƻǳ Ŏŀƴ ǎƛƎƴ ƛƴ ǿƛǘƘ ǘƘŀǘ ƭƛŎŜƴŎŜΩǎ ƻǿƴ ŎǊŜŘŜƴǘƛŀƭǎΦ 

 
Figure 3. The licence field, masked. The mask is not editable text - it is a read-only stand-in, so it cannot be mistaken for the 

real key or copied as one. 

The licence key is effectively a credential: anyone who can read it off the screen can point their own 
client at your data. That is why it is shown masked. Ticking Show reveals it - for the public DEMO licence 
immediately, for a real licence only after the administrator password has been entered. Screenshots and 
screen sharing are the reason this exists; leave it masked unless you are actually copying the key 
somewhere. 
DEMO fallback: if the licence field is left empty or an invalid key is entered, the client falls back to a read-

only DEMO data set instead of hanging. This lets you see the application working before a real licence is 

in place. 

The DEMO licence 

The public demonstration licence is: 

d3e40a1b- c3d4- 4e5f - 8a9b- 0c1d2e3f4a5b  

Type it into the licence field and log in as admin@northwind.demo with the password demo. It is a 

complete invented data set - customers, leads, tasks, notes, documents and fully populated settings - 

meant for trying the program out and for the screenshots in this manual. Nothing in it belongs to a real 

company, and every e-mail address in it ends in .demo, which cannot resolve. 

Treat it as a shop window rather than a sandbox. It sits on a public server and anyone can reach it, so do 

not put anything of your own into it, and do not rely on what you leave there still being there tomorrow. 

Deleting and renaming settings entries is blocked for the demo account whatever the LOCK DELETE 

checkbox says (section 11.1) - which is what stops a passing visitor from emptying the lists for everybody 

else who is looking at it. 

2.3 If the login times out 

A login that hangs and eventually times out almost always means a firewall is blocking the connection to 

the server. On the Settings tab, the OPEN PORT button creates a Windows Firewall rule that allows this 

computer to reach the CRM server. This requires administrator rights and shows a Windows UAC prompt. 

You only need to do this once per machine, and only when a restrictive local or corporate firewall is in the 

way. (Administrators: see also chapter 14 for a server-side firewall pitfall.) 

2.4 The five tabs 

Switch tabs by clicking their titles at the top of the window, or use the function keys as shortcuts: 

 
Figure 4. The tab bar. The function key that jumps straight to each tab is part of the tab title, so the shortcut is always in 

front of you. 
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Key Tab 

F1 Customers 

F2 Leads 

F3 Tasks 

F4 Notes 

F5 Settings 

2.5 Saving, discarding and the lock 

Whenever you edit a record, Wise CRM locks it on the server so that no other user can overwrite your 

work at the same time. When you save, the lock is released and your changes become part of the shared 

data. When you discard, the lock is released and the last saved state is reloaded. 

Unsaved changes are always protected: if you try to leave a record, create a new one, or close the 

application while you have unsaved edits, Wise CRM asks you to confirm before anything is discarded. 

2.6 Keeping data fresh 

Because several people may use the same licence, the data on your screen can become slightly out of 

date during a long session. Two Settings-tab buttons keep you current: 

ω REFRESH DATA ς fetches the current state from the server without restarting: settings lists, notes, 

documents, tasks and the partner index. Use it when a colleague has added a city, project or 

keyword and you want to pick it up mid-session. 

ω LOGOUT ς returns to the login screen and restarts the application for a completely clean session; 

your edit locks are released. 

нΦт ¢ƘŜ  ƳŀǊƪ ƻƴ ŀ ōǳǘǘƻƴ 

Several buttons open a screen of their own - documents, products, keywords, the tasks linked to a 

partner, the partner linked to a task. A button on its own tells you nothing about whether that screen has 

anything in it, and the only way to find out used to be to open it. 

{ƻ ŀ ōǳǘǘƻƴ ŎŀǊǊƛŜǎ ŀ  ǿƘƛƭŜ ƛǘǎ ǎŎǊŜŜƴ Ƙŀǎ ŎƻƴǘŜƴǘΥ 

ω DOCUMENTS - at least one document is assigned to this record. 

ω PRODUCTS - the partner has at least one product/project. 

ω KEYWORDS - the record carries at least one keyword. 

ω TASKS (customers and leads) - at least one task is linked to this partner. 

ω CUSTOMER / LEAD (tasks) - the task is linked to at least one partner. 

 
Figure 5. The mark in place. The same button without it means there is nothing attached yet - which is the answer you were 

after, without opening anything. 
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The rule is the same everywhere, which is the point: one glance across a form full of buttons tells you 

where the substance is. The mark follows the record you have selected and updates the moment you 

change what is inside - there is nothing to switch on and nothing to refresh. 

! ōǳǘǘƻƴ ǿƛǘƘ ƴƻ  ƛǎ ƴƻǘ ŘƛǎŀōƭŜŘΦ Lǘ ƳŜŀƴǎ ǘƘŜ ǎŎǊŜŜƴ ōŜƘƛƴŘ ƛǘ ƛǎ ŜƳǇǘȅΣ ǿƘƛŎƘ ƛǎ ǳǎǳŀƭƭȅ ŜȄŀŎǘƭȅ ǘƘŜ 

thing you wanted to know. 

2.8 How Wise CRM asks you a question 

Every question this program asks - a name, a title, an amount, a password - comes up in the same small 

window: the question at the top, one box to type in, CANCEL and CONFIRM. ENTER confirms and ESC 

closes it, so a question can be answered without reaching for the mouse. 

The window sizes itself to the question. A one-line question gets a small dialog; a question that has to 

explain a format - the one behind NEW USER, for instance - gets a taller one carrying the whole 

explanation and an example. Nothing is cut off, and the box you type into always starts empty, except 

where offering the current value is the point: renaming something puts its present name in the box, 

ready to be edited rather than retyped. 

When the question asks for a PASSWORD, what you type is masked and an eye button appears to the 

right of the box. Press it to read back what you have typed - worth doing when a password is not being 

accepted and you want to see why - and press it again to hide it. The eye appears only for password 

questions. 
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3. Onboarding ς Setting Up a New Licence 

This chapter is the path from nothing to a working installation: a new customer has bought Wise CRM, 

and somebody has to turn that into a licence they can log into. It is short, and almost all of it happens by 

itself ς but only if the first two steps are done in the right order, so they are described exactly. 

Everything here is done once per licence. If you are joining a licence that already exists, you need nothing 

from this chapter; start at chapter 2. 

3.1 What a licence actually is 

A licence is a directory on the server, named after a GUID. That is the whole definition. The server's 

licence check does nothing more than test whether <content root> \ <guid>  exists; if it does, the 

connection is bound to that folder and every file the client asks for from then on is read from and written 

into it. 

Three consequences are worth knowing before you create one: 

ω Licences cannot see each other. Customers, leads, tasks, notes, documents, the shared lists and the 

user accounts all live inside the licence folder. There is no shared layer above it. 

ω Moving a licence is moving a folder. Copy the directory, keep the name, and the licence has moved. 

ω Backing up a licence is copying a folder. There is no database to dump and no export step to 

remember. 

The DEMO licence is an ordinary licence 

It is a folder like any other, with a GUID that happens to be published in this manual (section 2.2). 

Nothing in the program treats it as a special case except the restrictions on what a DEMO user may 

change. 

This also means it is a good place to try something out before doing it to a customer's licence ς 

including a test import. 

 

3.2 Step one: generate the GUID 

Press Ctrl+G anywhere on the main window. Wise CRM generates a fresh GUID, puts it on the clipboard, 

and shows it to you: 

7b3f1540 - 74bd- 5ee0- 518b- 0a4c00883aea 

Any GUID from any source would do ς nothing is derived from it and nothing is registered anywhere. The 

point of Ctrl+G is that the value is already on the clipboard, ready to be pasted into the mail that goes to 

the customer and into the folder name on the server, without being retyped in between. A licence GUID 

that has been retyped by hand is a licence that fails its check for a reason nobody can see. 

3.3 Step two: create the directory on the server 

On the server, create a directory named exactly after that GUID inside the content root, and leave it 

empty. 

An empty directory is not a half-finished licence ς it is the correct and complete state of a new one. Do 

ƴƻǘ ŎƻǇȅ ŦƛƭŜǎ ƛƴǘƻ ƛǘ ŦǊƻƳ ŀƴƻǘƘŜǊ ƭƛŎŜƴŎŜ ǘƻ άƎƛǾŜ ƛǘ ŀ ǎǘŀǊǘƛƴƎ ǇƻƛƴǘέΥ ŜǾŜǊȅ ŦƛƭŜ ōŜƭƻǿ ƛǎ ŎǊŜŀǘŜŘ ƻƴ ŦƛǊǎǘ 

use, and a file copied from elsewhere brings that licence's data with it. 
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File Created when 

settings.txt  The first administrator is created (section 3.4), and rewritten by every 

SAVE SETTINGS. 

partners_index.txt  The first customer or lead is saved. 

notes.txt  The first note is saved. 

tasks.txt  The first task is saved. 

docs.txt  The first document is attached. 

custom_fields.txt  The first login ς the template shipped with the program is uploaded 

automatically. 

userdefaults.txt  A user first saves a personal default. 

 

A file that is not there yet is not an error. The server answers a request for a missing file with the single 

word Error Σ ŀƴŘ ǘƘŜ ŎƭƛŜƴǘ ǊŜŀŘǎ ǘƘŀǘ ŀǎ άƴƻǘƘƛƴƎ Ƙŀǎ ōŜŜƴ ǎŀǾŜŘ ȅŜǘέ ŀƴŘ ŎŀǊǊƛŜǎ ƻƴ ǿƛǘƘ ŀƴ ŜƳǇǘȅ ƭƛǎǘΦ 

This is why a brand new licence opens without a single complaint. 

3.4 Step three: the first administrator 

Start Wise CRM, type the new GUID into the Licence field on the login screen and confirm it. The licence 

check passes ς the folder exists ς and the application then notices something else: the folder holds no 

settings.txt, so this licence has no user accounts at all. It says so immediately, and offers to fix it: 

Wise CRM ς empty licence 

This licence has no settings yet ς there is not a single user account in it. 

That is what a brand new licence looks like: the folder exists on the server and nothing has been put 

into it. 

Create the first administrator account now? 

 

The same offer appears at start-up whenever the stored licence turns out to be empty, so you cannot 

walk past it by accident. Answer yes and you are asked three things. 

The e-mail address ς and why it is mandatory 

This is the login name. Not a formality: the server matches what you type into the LOGIN field against the 

e-mail column ƻŦ ǘƘŜ ǳǎŜǊǎ ƭƛǎǘΣ ƴŜǾŜǊ ŀƎŀƛƴǎǘ ǘƘŜ ƴŀƳŜΦ !ƴ ŀŎŎƻǳƴǘ ŎŀƭƭŜŘ ά!ŘƳƛƴƛǎǘǊŀǘƻǊέ ǿƛǘƘ ƴƻ 

address could not sign in at all ς which is why the address is asked for first and checked before anything 

else. 

It is also where the settings audit report is sent when a user deletes or renames entries in the shared lists 

(section 11.1), so it should be an address somebody actually reads. 

The name 

The name is what appears in lists and on records ς next to a note, in the author column of a registered 

ŀŎǘƛƻƴΣ ƛƴ ǘƘŜ ŀǎǎƛƎƴŜŜ ǊƛƴƎ ƻŦ ŀ ǘŀǎƪΦ ά!ŘƳƛƴƛǎǘǊŀǘƻǊέ ƛǎ ƻŦŦŜǊŜŘ ŀǎ ǘƘŜ ŘŜŦŀǳƭǘ ŀƴŘ ƛǎ ŀ ǇŜǊŦŜŎǘƭȅ ƎƻƻŘ 

answer; so is a person's name. It has no effect on the login. 
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The password, asked twice 

You are asked to type it a second time. This is the only account in the licence: a typo here does not annoy 

anybody, it locks the licence ς there is no second administrator to reset it and no way in from outside. 

Commas and tildes are refused 

A user account is stored as one line: <value>~<role>, <name>, <e - mail>, <password> . A comma 

or a tilde inside any of those fields would split the line in the wrong place and produce an account 

nobody can use ς including the person who just typed it. Both characters are rejected as you enter 

them, in all three fields. 

 

What is written is a settings.txt with one section and one line in it: 

@Users@1 
0~A, Wise Tech, info_wise@wise - t.com, ******  

The A is the administrator role. Nothing else is written ς no lists, no defaults, no placeholder entries. The 

credentials are then put into the login fields for you, so signing in for the first time is one press of LOG IN. 

3.5 If you answer no 

Nothing is written to the server. Because there is genuinely nothing in this licence to sign in with, you are 

then offered the way out: switch back to the DEMO licence, from which any licence can be typed again. 

Declining that too is a legitimate answer ς the LOG IN button leads straight back to the same offer, and 

the licence field of an empty licence can be revealed without an administrator password. (It has to be: 

the password would be read from the settings.txt that does not exist.) 

3.6 What the new licence looks like 

Sign in, go to the Settings tab (F5), and every shared list is empty ς no countries, no cities, no keywords, 

no products, no roles, no currencies, no invoicing companies, no parent organisations, no distributors. 

The Users list holds exactly one entry: you. 

That is correct. The licence contains what has been put into it, and so far that is one administrator. Filling 

the lists is the next job, and the order below is worth following because later entries depend on earlier 

ones. 

# List Why in this order 

1 Products/Projects Everything else can reference a project, and user access is granted 

per project. Put these in first. 

2 Users Add the rest of the team, then assign each one their projects 

(ASSIGNED PROJECTS). A user with no assigned project sees 

everything. 

3 Countries and Cities Needed before any customer or lead can carry an address ς and 

before a CSV import can fill one (chapter 16). 

4 Currencies, Invoicing 

companies 

Needed before invoicing can be registered on a customer. 

5 Roles The role ring of a contact. CEO, IT Manager, Procurement ς 

whatever your sales conversations actually distinguish. 
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# List Why in this order 

6 Keywords Free-form classification of customers, leads, tasks and notes. These 

grow over time; a handful is enough to start. 

7 Parent organisations, 

Partners/Distributors 

Only if you work with groups of companies or through resellers. 

 

Then press SAVE SETTINGS. Nothing on the Settings tab reaches the server until you do ς the whole file is 

written in one go. 

Lock delete starts switched on 

A licence with no stored setting is treated as locked, so in a fresh licence only an administrator can 

delete or rename entries in the shared lists. That is deliberate: a deleted list entry silently breaks 

every record still pointing at it. Section 11.1 explains the checkbox and the audit mail that goes with 

unlocking it. 

 

The rest of the setup 

ω Mail credentials ς outgoing SMTP for mass e-mail and task alerts, and optionally incoming IMAP for 

the activity flag. See chapter 12. 

ω Custom fields ς up to five text and three numeric fields, named per licence, appearing on every 

customer and lead (section 11.4). 

ω Integrations ς the external actions on the integrations window, defined per machine in 

integrations.txt (section 12.2). 

ω Server address and port ς already set if the client reached the licence at all; OPEN PORT is the 

diagnostic if a colleague's machine cannot (section 14.3). 

3.7 Then the data 

A licence with lists and users is ready, but empty. Customers and leads can be typed in one at a time, 

which is the right approach for a handful of them, or loaded from CSV, which is the right approach for 

anything more. Chapter 16 covers importing in full ς including how to load the shared lists themselves 

from a file, which is often the quickest way to do step 3 above. 

Import the lists before the partners 

Country, city, language, distributor, currency, invoicing company, parent organisation and contact role 

fill from a CSV only when the value already exists in the corresponding settings list. An unknown 

label is silently ignored ς the importer never invents a list entry. Import the lists first, press SAVE 

SETTINGS, and only then import the customers and leads. 

 

A checklist 

 Step 

1 Ctrl+G on the main window ς generate the GUID, it is on the clipboard. 

2 Create the directory of that name on the server. Leave it empty. 

3 Type the GUID into the Licence field. Accept the first-administrator offer. 
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 Step 

4 E-mail (this is the login), name, password twice. 

5 Log in. Settings tab: products/projects, users, countries, cities, currencies, invoicing companies, 

roles, keywords. 

6 SAVE SETTINGS. 

7 Mail credentials, custom fields (chapters 10 and 11). 

8 Import or enter the customers and leads (chapter 16). 
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4. The Customers Tab 

A customer is an organisation you already do business with. The Customers tab shows the full list on the 

left and the details of the selected organisation on the right. Each customer holds its contacts, 

communication actions, documents, invoicing figures, keywords, custom fields and a complete change 

log. 

 
Figure 6. The Customers tab with nothing selected. The detail panel is dimmed on purpose: there is no record to edit yet, so 

every field that belongs to a record is switched off while the list, the filters and NEW CUSTOMER stay live. 

The tab is read in three columns. On the left is the list with everything that narrows it - filters, search and 
the selection buttons. In the middle is the organisation itself: name, location, project, invoicing and the 
three free-text blocks. On the right are the people and the history - contacts at the top, the registered 
actions underneath. 
! ŘƛƳƳŜŘ ŘŜǘŀƛƭ ǇŀƴŜƭ ƛǎ ŀ ŘŜƭƛōŜǊŀǘŜ ǎǘŀǘŜΣ ƴƻǘ ŀ ŦŀǳƭǘΦ Lǘ ƳŜŀƴǎ άƴƻ ǊŜŎƻǊŘ ƛǎ ƭƻŀŘŜŘέΣ ŀƴŘ ȅƻǳ ǿƛƭƭ ǎŜŜ ƛǘ 
again after you press the X next to SAVE, which deselects the current record. Click any row to wake the 
panel up. 
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Figure 7. The same tab with a customer loaded. Everything is live, the organisation name is shown in the header field at the 
top of the middle column, and the registered actions are drawn on a coloured background because this partner has an open 

activity flag. PRODU/¢{Σ Y9¸²hw5{Σ ¢!{Y{ ŀƴŘ 5h/¦a9b¢{ ŎŀǊǊȅ ǘƘŜ  ƳŀǊƪ ƻŦ ǎŜŎǘƛƻƴ нΦтΣ ǎƻ ǘƘƛǎ ŎǳǎǘƻƳŜǊ Ƙŀǎ 
something behind all four. The small button at the top right of each free-text box opens that box in a large editor. 

4.1 Finding a customer 

The list can hold tens of thousands of organisations, so several tools help you get to the right one quickly. 

Search (jump to next) 

Type text in the search box and press SEARCH (or Enter). The selection jumps to the next organisation 

whose name, product/project or city contains that text. Press SEARCH again to jump to the following 

match ς the search cycles through every match and wraps around at the end of the list. The list itself is 

never hidden or shortened; search only moves the highlight. The same jump is also on Ctrl+N, so you can 

step through the matches without the caret leaving the search box. Ctrl+N works the same way on the 

Leads and Tasks tabs, always acting on the tab you are looking at. 

 
Figure 8. The search box sits in the bottom bar, next to NEW CUSTOMER. The green arrow repeats the search; the orange X 

clears the search text. 

Search does not hide anything - it moves the selection. Press it again and it jumps to the next match, 
wrapping round at the end of the list. That is the right tool when you know roughly what you are looking 
for. When you want to work with a whole group instead, use the filters. 

Filters 

Filters narrow the list to a subset. You can combine the project, country, city, parent-organisation and 

keyword filters; only organisations matching all active filters remain visible. Selecting a value in any filter 

drop-down re-filters the list immediateƭȅΤ ǎŜǘǘƛƴƎ ƛǘ ōŀŎƪ ǘƻ άόƴƻƴŜύέΣ ƻǊ ǇǊŜǎǎƛƴƎ /[9!w ![[ CL[¢9w{Σ 

ǊŜǎǘƻǊŜǎ ǘƘŜ Ŧǳƭƭ ƭƛǎǘΦ ¢ƘŜ ƘŜŀŘŜǊ ƻŦ ǘƘŜ ŦƛǊǎǘ ŎƻƭǳƳƴ ŀƭǿŀȅǎ ǎƘƻǿǎ ǘƘŜ ƭƛǾŜ ŎƻǳƴǘΣ ŜΦƎΦ άhǊƎŀƴƛǎŀǘƛƻƴ όпнύέΦ 
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Figure 9. The filter block. Four drop-downs, each defaulting to (none) = no restriction, and the row of buttons that acts on 

whatever the filters have left visible. 

The four drop-downs combine: choosing a project and a country shows only the organisations that match 
both. Each is fed from a shared list in Settings, so the values are the same for everybody and no one can 
invent a second spelling of the same city. 
KEYS - filter by keyword. Opens a multi-select list, so you can require several keywords at once. 
EMAIL - start a mass e-mail to the organisations ticked in the Sel column (chapter 10). 
ALL / NONE - tick or untick every row currently VISIBLE. Ticks on rows the filter is hiding are left alone, 
which is what makes it possible to build a recipient list in several passes: filter, ALL, change the filter, ALL 
again. 
Ƹ - the extra views menu (for customers, the DEBTORS view; for leads, the follow-up views). 
X - clear every filter and go back to the full list. 

 
Figure 10. The list. The count in the first column header is the number of rows currently shown, so it tells you at a glance 

how much the filters have narrowed things down. 

The list carries two independent colour cues, and it is worth knowing they mean different things. A pink 
ROW (columns 1 to 4) is a debtor: this customer has been invoiced more than they have paid. A coloured 
cell in the Sel column is the activity flag from incoming mail - green for an open flag, red when it has been 
marked urgent (chapter 9). A row can be both, or neither. On the Leads tab the row colour means 
something else again - see section 5.2. 
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The DEBTORS view 

 
Figure 11. The Ƹ button in DEBTORS mode, with its tooltip. The list has dropped to the six customers who owe money, 

largest debt first. 

DEBTORS is not a filter you assemble - it is one button answering one question: who owes us money, and 
who owes the most. It shows only the customers whose invoiced total exceeds their paid total, and sorts 
them by the unpaid amount in descending order, so the top of the list is where the collections work is. 
Press it again for the normal order and the full list. 
It reads the same two totals the invoicing block maintains, so the view is always current: register a 
payment and that customer moves down the list or leaves it altogether. The picture also shows the two 
red cues side by side - the pink ROWS are the debt, while Ambervale's red Sel cell is an urgent incoming-
mail flag that happens to sit on the same record. 

Control What it does 

KEYWORDS (filter) Narrow the list to customers that carry ALL of the selected keywords. Select 

none and confirm to clear the keyword filter. 

CLEAR SEARCH Clear only the free-text search box; other filters stay. 

CLEAR ALL FILTERS Reset every filter (project, country, city, parent org, keywords and search) 

at once. 

DEBTORS Show only customers with an outstanding balance, largest debt first. Press 

again for normal order. 

4.2 Creating and editing a customer 

1. Press NEW CUSTOMER. A blank record with a fresh unique ID is created. 

2. Enter the organisation name and fill in any other fields (country, city, parent organisation, language, 

distributor, projects, invoicing parameters, official notes, technical setup). 

3. Add contacts and any keywords or custom fields as needed. 

4. Press SAVE CUSTOMER. The record is written to the server and the lock is released. 

To edit an existing customer, click it in the list, make your changes, and press SAVE CUSTOMER. To 

abandon changes, press CANCEL ς the last saved state is reloaded (you are asked to confirm if there are 

unsaved changes). 
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Figure 12. The middle column. The organisation name is the header field at the top; below it sit the classification fields, all 

fed from the shared Settings lists. 

 
Figure 13. The bottom bar carries everything that acts on the record as a whole: NEW CUSTOMER and the search on the 

left, the document and conversion buttons in the middle, SAVE and its cancel X on the right. 

SAVE CUSTOMER stays dimmed until something actually changes, so a lit SAVE button is a reliable sign 
that you have unsaved work. The moment you make the first change the record is locked on the server 
for you; the lock is released by SAVE or by the X (cancel) beside it. 
QUOTATION, CONTRACT and INVOICE open the document nominated for that role on this partner - they 
are shortcuts into the document manager, not document generators, and each stays dimmed until a 
document of that kind has been nominated. 

The two big-text editors 

¢ƘŜ hŦŦƛŎƛŀƭ 5ŀǘŀ ϧ bƻǘŜǎ ŀƴŘ ¢ŜŎƘƴƛŎŀƭ {ŜǘǳǇ ōƻȄŜǎ Ŏŀƴ ƘƻƭŘ ƭƻƴƎ ǘŜȄǘΦ ¦ǎŜ ǘƘŜ ƳŀǘŎƘƛƴƎ άƻǇŜƴ ƛƴ ƭŀǊƎŜ 

ŜŘƛǘƻǊέ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ŜŀŎƘ ǘƻ ŜŘƛǘ ǘƘŜƳ ŎƻƳŦƻǊǘŀōƭȅ ƛƴ ŀ Ŧǳƭƭ-screen window. 

4.3 Contacts 

Each organisation can have any number of contact people. The contact list sits inside the customer 

record; selecting a contact shows its detail fields (name, e-mail, phone, role, notes) below. A contact can 

also carry a LinkedIn link, used by the integrations screen. 
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Figure 14. Contacts. The list on the left, the selected person's fields on the right. The arrows re-order the list; the red X 

removes the selected contact. 

¢ƘŜ ǊƻƭŜ ŎƻƳŜǎ ŦǊƻƳ ǘƘŜ ǎƘŀǊŜŘ wƻƭŜǎ ƭƛǎǘΣ ǎƻ άL¢ aŀƴŀƎŜǊέ ƳŜŀƴǎ ǘƘŜ ǎŀƳŜ ǘƘƛƴƎ ƛƴ ŜǾŜǊȅ ǊŜŎƻǊŘ ŀƴŘ Ŏŀƴ 
be searched for. Include in emails decides whether this person receives mass mailings - untick it for 
people who should stay in the record but out of campaigns, such as an accounts department that only 
needs invoices. 
The e-mail address is also what the incoming-mail watcher matches against (chapter 9), so it is worth 
ƪŜŜǇƛƴƎ ŀŎŎǳǊŀǘŜΦ tŀǎǘƛƴƎ ŀƴ ŀŘŘǊŜǎǎ ǎǘǊŀƛƎƘǘ ƻǳǘ ƻŦ ŀ Ƴŀƛƭ ŎƭƛŜƴǘ ƛƴ ǘƘŜ άbŀƳŜ ғŀŘŘǊŜǎǎҔέ ŦƻǊƳ ƛǎ ŦƛƴŜ - 
the bare address is extracted automatically when the record is saved. 

Control What it does 

NEW CONTACT Add a new contact person; enter the full name, then fill in the detail fields. 

DELETE CONTACT Remove the selected contact (confirmation required). 

Up / Down Reorder the contacts; the first contact is the default used by integrations 

and mass e-mail. 

4.4 Communication actions 

Use REGISTER ACTION to record a call, e-mail, meeting or follow-up. Each action is stamped with the date 

and your name and appears in the Registered actions box, giving every customer a running 

communication history that the whole team can see. Incoming e-mails can also add actions automatically 

ς see chapter 9. 
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Figure 15. Registered actions. Newest entry first, each stamped with date, time and author. The green background means 

this partner has an open activity flag. 

The history is append-only and is the record of what was said and when. Entries arrive from three 
directions: typed by hand with REGISTER ACTION, written automatically when an e-mail arrives from one 
of the partner's contacts (chapter 9), and written automatically when a mass mailing goes out to them. 
An automatically registered incoming e-mail takes two lines: the sender and the subject on the first, the 
opening words of the message body on the second. The second line is what tells replies apart when a 
whole thread shares one subject. 
Search in Actions - type a word and the box scrolls to the next entry containing it. Over a few hundred 
entries this is much faster than reading. 
The two X buttons beside TASKS delete the newest and the oldest entry. The oldest-entry button is a two-
step control: the first click scrolls the box to the bottom and flashes it, so you can see what you are about 
to remove; only the second click deletes. It refuses to touch the ten most recent entries, and only the 
author of an entry or an administrator may delete it. 
Searching the history: over time a customer can accumulate hundreds of actions. The search field beside 

the Registered actions box finds text within them: type a word and press Enter to jump to the first match 

όƳŀǊƪŜŘ ǿƛǘƘ άҔҔέ ŀƴŘ ǎŎǊƻƭƭŜŘ ƛƴǘƻ ǾƛŜǿύΤ ǇǊŜǎǎ 9ƴǘŜǊ ŀƎŀƛƴ ǘƻ ƧǳƳǇ to the next match, F3-style. Clear 

the box and press Enter to remove the marker and return to the top. 

4.5 Invoicing and payments 

Wise CRM tracks a simple running balance per customer: a total invoiced figure and a total paid figure. 

The difference is the outstanding debt; customers in debt are highlighted in light red, and the DEBTORS 

view lists them worst-first. 
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Figure 16. The invoicing block. The two totals below the buttons are the running figures; the fields above them describe the 

agreement rather than any one invoice. 

REGISTER INVOICE adds an amount to the invoiced total, REGISTER PAYMENT adds to the paid total, and 
each keeps its own X to correct a mistake. Whenever the invoiced total is larger than the paid total the 
customer's row turns pink in the list, and the DEBTORS view in the Ƹ menu lists exactly those customers, 
largest debt first. 

 
Figure 17. Registering a payment. The prompt says which of the two totals the amount will land on, so the two buttons 

cannot be confused once the box is open. 

Type the amount of the individual invoice or payment, not the new total - the figure is ADDED to what is 
already there. A mistake is corrected with the X beside the button, which subtracts an amount again 
rather than editing the total directly, so the running figures always have an arithmetic that can be 
followed. 
Frequency, amount, currency, start date and invoicing company describe the standing arrangement - 
what this customer is billed, how often, by which of your legal entities. They are reference information 
for whoever raises the invoices, not an automatic billing engine. 

Control What it does 

REGISTER INVOICE Add an invoice amount to the total invoiced sum. Recorded in the change 

log. 

REGISTER PAYMENT Add a received amount to the total paid sum; the debt balance is 

recalculated. 

X (next to each) Correct a mistaken registration by subtracting an amount, or reset the total 

to zero. 

Shortcut ς pay the whole balance 

When registering a payment, instead of a number you can type the word all (any capitalisation). Wise CRM 

then offers to register a payment for the whole outstanding amount ς confirm and the balance is settled in 

one step. 

A customer you do not invoice 

Not every customer is billed directly. A site that belongs to a parent organisation which pays for it has no 

invoicing company of its own, and that is what (none) in the Invoicing company field means. 

Choosing it switches the whole invoicing block off: the amount, the frequency, the currency and the start 

date, the REGISTER INVOICE and REGISTER PAYMENT buttons with their two reversal buttons, and the 

two running totals all go grey and empty. The totals are left blank rather than showing 0.00 - a zero is a 
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figure and invites the question why it is zero, while an empty box beside a greyed-out control reads as 

"does not apply". 

Nothing is lost. Whatever was stored - frequency, amount, currency, start date - stays in the record 

untouched and comes back the moment you choose a company again. A customer that stops being 

invoiced for a year and starts again the next does not have to be re-typed. 

The invoicing company itself stays available, because it is the way back. 

4.6 Documents 

The DOCUMENTS button opens the document manager for this customer, with the customer's own 
documents already filtered. It is the same window wherever it is opened from - customers, leads, tasks 
and notes - and chapter 8 describes it in full: uploading a file, assigning it to as many records as it 
concerns, reading it, editing it and sending the new version back, and nominating the active Contract, 
Quotation and Invoice that the three buttons on this form then open in one click. 

4.7 Keywords, projects and custom fields 

ω KEYWORDS (assign) ς attach classification keywords to the customer so it can be found through the 

keyword filter. 

ω PROJECTS ς assign the customer to one or more projects. The first project is shown in the list 

column, and projects drive both filtering and user access restrictions. 

ω CUSTOM FIELDS ς open the licence-specific custom fields (up to five text and three numeric fields, 

named in Settings). 
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Figure 19. Assigning keywords. Everything on the right is attached to this record; the arrows move entries between the two 

sides and CLEAR empties the right list in one go. 

The two-list shape is deliberate: the left side is what is available, the right side is what this record has, 
ŀƴŘ ǘƘŜ ŀƴǎǿŜǊ ǘƻ άǿƘŀǘ ƛǎ ƻƴ ǘƘƛǎ ǊŜŎƻǊŘέ ƛǎ ǘƘŜǊŜŦƻǊŜ ƻƴŜ ƎƭŀƴŎŜ ǊŀǘƘŜǊ ǘƘŀƴ ŀ ǎŎŀƴ Řƻǿƴ ŀ ŎƻƭǳƳƴ ƻŦ 
tick boxes. Select an entry and press the arrow, or double-click it. 
Keywords are the free classification axis of the system. They are defined once in Settings and can then be 
ŀǘǘŀŎƘŜŘ ǘƻ ŎǳǎǘƻƳŜǊǎΣ ƭŜŀŘǎΣ ǘŀǎƪǎ ŀƴŘ ƴƻǘŜǎ ŀƭƛƪŜΣ ǿƘƛŎƘ ƛǎ ǿƘŀǘ ƳŀƪŜǎ ŀ ǉǳŜǎǘƛƻƴ ƭƛƪŜ άǎƘƻǿ ƳŜ 
ŜǾŜǊȅǘƘƛƴƎ ǘƻ Řƻ ǿƛǘƘ ǘƘŜ нлнс ǊŜƴŜǿŀƭǎέ ŀƴǎǿŜǊŀōƭŜ across all four. 
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Figure 20. The generic selection popup. Wise CRM uses this one window wherever several things have to be picked from a 

long list - keywords, projects, and the customers and leads a task is linked to. 

Because the same window is used everywhere, the same habits work everywhere. Type in the filter box 
and press FILTER (or Enter) to narrow the list; SELECT ALL (F10) and SELECT NONE (F9) act on what is 
visible; Only Selected (F11) hides everything you have not ticked, which is how you review a long 
selection before confirming it. Ticks on rows the filter is hiding are preserved, so filtering never loses a 
choice you already made. The caret lands in the filter box when the window opens, and Shift+Enter 
confirms. 

 
Figure 21. Custom fields before an administrator has defined any. The fields exist in every record; what is missing is their 

names. 
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Custom fields let one licence add up to five text fields and three numeric fields of its own to every partner 
record - a customer number from another system, a contract reference, a site count. Until an 
administrator names them in Settings the CUSTOM (F11) button reports the message above rather than 
showing a form of unlabelled boxes. 

 
Figure 22. The same window once the fields have been named. A slot with no name does not appear at all - what you see is 

exactly the set this licence defined. 

The names are the licence's, not yours: they are defined once, on the server, and every user of the 
licence sees the same form. That is deliberate - ŀ ŦƛŜƭŘ ŎŀƭƭŜŘ ά±!¢ L5 ŦƻǊ 9¦ ŎƻƳǇŀƴƛŜǎέ Ƙŀǎ ǘƻ ƳŜŀƴ ǘƘŜ 
same thing in every record for it to be worth filling in. 
UPDATE AND CLOSE writes the values into the partner record you came from and marks it changed, so 
the partner's own SAVE still has to follow. CANCEL leaves the record untouched. Section 11.4 covers how 
an administrator names the fields. 

Multi -select keywords 

You can assign keywords to many customers at once. With no customer open for editing, tick one or more 

rows in the list (column 5), then press the keyword button. The dialog opens empty; the keywords you 

choose are ADDED to every ticked customer, leaving their existing keywords untouched. 
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4.8 Tasks, integrations and the change log 

ω TASKS ς jump to the Tasks tab pre-filtered to tasks linked to this customer. 

ω INTEGRATIONS (External) ς open the integrations screen (LinkedIn, web page, and custom actions 

defined in integrations.txt ς see chapter 12). 

ω CHANGE LOG ς view the automatic history of every edit, contact change, conversion and action, 

each with date, time and user. 

 
Figure 23. The change log of one partner. Every line carries the date and time, who made the change, and what the value 

was before and after. 

Nobody writes these entries - the application does, whenever a saved value differs from the one that was 
loaded. That is what makes the log worth having: it records the changes people forget to mention, and it 
records them in the form that answers the argument, with the old value next to the new one. 
The window is read-only, so CONFIRM and CANCEL both simply close it. The log lives inside the partner 
record and travels with it through a conversion between customer and lead. It grows for the life of the 
record; an administrator taking a system into production can clear the accumulated development-time 
churn with the wipe_change_log script that ships in the resources folder. 
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Figure 24. The integrations screen, opened with EXTERNAL (F5). The top half holds the links stored on the record; the 

bottom half runs an action defined by the administrator in integrations.txt. 

The screen works on a partner and, optionally, on one of its contacts - both are named at the top so it is 
always clear who an action will apply to. Show for Customer/Lead switches between the contact's 
LinkedIn link and the organisation's; OPEN LINK and WEB PAGE open them in the browser. 
The Integrations drop-down lists the actions your administrator has enabled, and the box below shows 
exactly what the selected one will run - nothing is hidden. The example shipped with the system opens 
Outlook and searches for the selected contact's messaƎŜǎΣ ǿƘƛŎƘ ǘǳǊƴǎ άǿƘŀǘ ƘŀǾŜ ǿŜ ǿǊƛǘǘŜƴ ǘƻ ǘƘƛǎ 
ǇŜǊǎƻƴέ ƛƴǘƻ ƻƴŜ ƪŜȅǇǊŜǎǎΦ Dh όCммύ Ǌǳƴǎ ƛǘΦ {ŜŎǘƛƻƴ мнΦн ŘŜǎŎǊƛōŜǎ Ƙƻǿ ǘƻ ŀŘŘ ȅƻǳǊ ƻǿƴΦ 
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Figure 25. The three free-text blocks at the foot of the middle column. Each has an arrow button that opens it in a large 

editor window when the built-in box is too small. 

The blocks are deliberately unstructured, and each has a settled purpose. Official data & Notes holds 
registration numbers, VAT identifiers and the registered address. Technical Setup Data holds how this 
customer's installation is actually put together. On the Leads tab the third block is Requirements & 
Specifics - ǘƘŜ ǎǘŀƴŘƛƴƎ ǊǳƭŜǎ ǘƘŀǘ ŎŀǘŎƘ ǇŜƻǇƭŜ ƻǳǘΣ ǎǳŎƘ ŀǎ άƛƴǾƻƛŎŜǎ Ƴǳǎǘ ǉǳƻǘŜ ǘƘŜ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊ 
ƴǳƳōŜǊέΦ 

4.9 Converting and deleting 

CONVERT TO LEAD turns a customer into a lead. The entire history ς contacts, actions, documents, tasks 

and change log ς is preserved because the record keeps the same unique ID; only the customer/lead flag 

changes. 

REMOVE CUSTOMER permanently deletes the customer and all its contacts, actions and change log. 

Document assignments are removed, though the files themselves stay in the repository. This cannot be 

undone and requires confirmation. 
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5. The Leads Tab 

A lead is a prospective organisation you are still pursuing. The Leads tab works almost exactly like the 

Customers tab ς the same list tools, contacts, actions, documents, keywords, projects, custom fields, 

integrations and change log ς with one important addition: a follow-up workflow that helps you see, at a 

glance, which prospects you have already approached. 

 
Figure 26. The Leads tab. Structurally identical to Customers - the differences are the follow-up bar in the middle column, 

the row colouring in the list, and the absence of the invoicing block. 

5.1 Everything the Customers tab does 

Creating, editing, saving, searching, filtering, contacts, actions, documents, keywords (including multi-

select), projects, custom fields and the change log all behave exactly as described for customers. The 

invoicing figures are not used for leads. 
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Figure 27. A filter drop-down open. The list is fed from Settings and is sorted alphabetically, with (none) at the top as the 

άƴƻ ǊŜǎǘǊƛŎǘƛƻƴέ ŜƴǘǊȅΦ 

Every drop-down in the application behaves this way: the values come from a shared list, (none) means 
ƴƻ ǊŜǎǘǊƛŎǘƛƻƴ ƻƴ ŀ ŦƛƭǘŜǊ ŀƴŘ άƴƻǘ ǎŜǘέ ƻƴ ŀ ǊŜŎƻǊŘΣ ŀƴŘ ǘƘŜ ǎƻǊǘƛƴƎ ƛǎ ŀƭǇƘŀōŜǘƛŎŀƭ ǊŜƎŀǊŘƭŜǎǎ ƻŦ ǘƘŜ ƻǊŘŜǊ 
the list was entered in. That means a new city or project added in Settings appears in every drop-down 
that uses it, everywhere, for everybody. 

5.2 The follow-up workflow 

The follow-up feature answers a simple daily question: which leads have I already started working on, 

and which are still waiting for my first move? 

 
Figure 28. The follow-up bar. One checkbox, deliberately large - it is the flag the whole prospecting workflow turns on. 

 
Figure 29. The leads list. A green row is a lead whose follow-up has been started; the white rows are the ones nobody has 

touched yet. 
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The colour inverts the usual reading of a list: what you are looking for is the rows WITHOUT colour, 
because those are the prospects still waiting for a first move. On the Customers tab the same pale-red-
and-white scheme means debt instead, so read the colour by which tab you are on. 

 
Figure 30. On the Leads tab the Ƹ button of the Customers tab is replaced by the follow-up view switch, which cycles 

between all leads, only the started ones and only the untouched ones. 

 
Figure 31. ¢ƘŜ άƻƴƭȅ ǎǘŀǊǘŜŘέ ǾƛŜǿΦ CƛǾŜ ƭŜŀŘǎΣ ŀƭƭ ƎǊŜŜƴ - the work in progress, with everything not yet touched out of the 

way. 

The button carries its own state as a colour, so you can always tell which of the three views you are in 
without counting rows: pale yellow for the not-started list, pale green for the started list, and its plain 
colour for all leads. The colours are the ones the rows use, which is what makes the connection obvious 
rather than something to memorise. 
¦ǎŜŘ ŘŀƛƭȅΣ ǘƘŜ ǘǿƻ ǾƛŜǿǎ ŀƴǎǿŜǊ ǘƘŜ ǘǿƻ ƘŀƭǾŜǎ ƻŦ ǇǊƻǎǇŜŎǘƛƴƎΦ ¢ƘŜ ȅŜƭƭƻǿ ƻƴŜ ƛǎ άǿƘƻ ƘŀǾŜ L ƴƻǘ ŎŀƭƭŜŘ 
ȅŜǘέ - it shrinks as you work, which is exactly the feedback a prospecting list should give. The green one is 
άǿƘŀǘ ƘŀǾŜ L Ǝƻǘ ƎƻƛƴƎέ - the conversations that need a next step rather than a first one. 

Control What it does 

Follow-up started ¢ƛŎƪ ǘƘƛǎ ƻƴ ŀ ƭŜŀŘ ƻƴŎŜ ȅƻǳ ƘŀǾŜ ƳŀŘŜ ŦƛǊǎǘ ŎƻƴǘŀŎǘΦ ¢ƘŜ ƭŜŀŘΩǎ Ǌƻǿ 

turns light green. Saved with the lead. 

Toggle follow-up view Cycle the list through three views: (1) ALL leads; (2) only leads NOT 

started ς your to-do list (button turns light yellow); (3) only leads 

already STARTED (button turns light green). 

At a glance 

Started leads are shown with a light-green row in the list, so even in the ALL view you can immediately tell 

which prospects you have already touched. 

5.3 Converting a lead 

CONVERT TO CUSTOMER promotes a lead to a full customer. As with the reverse conversion, the entire 

history is preserved and the unique ID stays the same ς only the flag changes, so all linked documents 

and tasks remain accessible. 
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6. The Tasks Tab 

Tasks are the to-do items your team works through. Each task has a short description, an assigned user, 

an optional project, a priority, a completion status, an optional finish date, keywords, a full description 

and an append-only comment history. A task can be linked to a customer or lead, and can send an e-mail 

reminder on a chosen day. 

The task list is on the left; the details of the selected task are on the right. When no task is selected the 

detail panel is dimmed ς click a task in the list, or press NEW, to work on one. 

 
Figure 32. The Tasks tab. Filters and list on the left, the task's own controls in the narrow middle column, and the text - 

description, new comment and comment history - on the right. 

6.1 Creating a task 

5. Press NEW TASK and type the short description in the first line of the editor that opens. 

6. The task receives a unique ID and is assigned to you (the creator) by default ς you can reassign it to 

another user. 

7. Set the priority, project, finish date and any keywords; write the full description. 

8. Press SAVE TASK. 

Cancel (X): closes the task editor and discards unsaved changes. The task is deselected and the detail 

panel returns to its dimmed state until you pick another task or press NEW. 
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Figure 33. The upper half of the task controls: who it is for, whether it is done, when it is due, how urgent it is and which 

project it belongs to. 

 
Figure 34. The three buttons that attach things to the task. DOCUMENTS is yellow because this task already has documents 

assigned. 

A new task is assigned to you and starts private (Visible to ALL unticked). Both are one click to change, 
but the defaults are the safe ones: work you just invented belongs to you until you hand it over, and a 
half-formed note to self does not need to be on everybody's list. 
The title of a task can be changed later without opening anything - double-click it in the list and a prompt 
appears with the old name ready to edit. The rename takes effect immediately. It is refused while the 
task has unsaved changes, so save first if SAVE TASK is lit. 

6.2 Priority, status, finish date and row colours 

Priority and completion status are chosen from drop-down lists. The finish date uses the format 

DD.MM.YY (for example 13.7.26); double-click the date box for a calendar picker. The list itself is colour-

coded so its state reads at a glance: 
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Figure 35. The date picker, opened by double-ŎƭƛŎƪƛƴƎ ŀ ŘŀǘŜ ōƻȄΦ ¢ƻŘŀȅ ƛǎ ƻǳǘƭƛƴŜŘ ƛƴ ƎǊŜŜƴΣ ǎƻ άǿƘŜǊŜ ŀƳ Lέ ƴŜǾŜǊ ƴŜŜŘǎ 

working out. 

Every date box in the application - the task finish date, the alert date, the invoicing start date - accepts 
DD.MM.YY typed straight in, and opens this picker on a double-click. The month and year are their own 
spin controls, so a date a year out is two clicks away rather than twelve. 
TODAY fills in the current date and closes; CANCEL leaves the box as it was. The picker writes the date in 
the format the box expects, which is the real reason to use it - a hand-typed date in the wrong format is 
refused, and refused dates are the most common reason a reminder never arrives. 

Row colour Meaning 

Light green The task is completed (done, in review or cancelled). Completed tasks also 

sort to the bottom of the list. 

Light red The task is Urgent priority and NOT yet completed ς it needs attention. 

Normal An ordinary open task. 

Several filters make triage easy: 

 
Figure 36. The task filters. The five drop-downs combine with each other and with the two checkboxes; the search box 

below them finds text anywhere in a task. 

Hide completed is ticked when the tab opens. What you come to a task list for is what is still open; 
finished work is history and is one click away again. Show only overdue narrows it further to tasks whose 
finish date has passed - the shortest possible anǎǿŜǊ ǘƻ άǿƘŀǘ ƛǎ ƭŀǘŜέΦ 
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Figure 37. ¢ƘŜ ǎŀƳŜ ƭƛǎǘ ǿƛǘƘ IƛŘŜ ŎƻƳǇƭŜǘŜŘ ǎǿƛǘŎƘŜŘ hCCΦ tƛƴƪ Ґ ǳǊƎŜƴǘ ŀƴŘ ǎǘƛƭƭ ƻǇŜƴΣ ƭƛƎƘǘ ƎǊŜŜƴ Ґ ŘƻƴŜ όά!ǊŎƘƛǾŜ ǘƘŜ 

нлнп ǇǊƻƧŜŎǘ ŦƻƭŘŜǊǎέύΣ ōƭǳŜ Ґ ǎƛƳǇƭȅ ǘƘŜ ŎǳǊǊŜƴǘ ǎŜƭŜŎǘƛƻƴΦ 

The colour follows the priority, not the date: a task is pink because somebody set its priority to Urgent 
and nobody has completed it yet. That keeps the cue honest - it goes away when the work is done or 
when the priority is downgraded, and not before. 

Control What it does 

Show only overdue Show only tasks whose finish date has passed and that are not yet 

completed ς ideal for a daily review. 

Hide completed Hide tasks that are done, in review or cancelled, keeping the list focused on 

active work. 

Priority / Project / Assigned 

/ User / Keyword 

Drop-down filters that narrow the list by the matching field. 

6.3 Visibility ς who sees a task 

A task carries a Visible to all flag. When it is off the task is private: it appears in the list only for the user 

ǿƘƻ ŎǊŜŀǘŜŘ ƛǘ ŀƴŘ ǘƘŜ ǳǎŜǊ ƛǘ ƛǎ ŀǎǎƛƎƴŜŘ ǘƻΦ ²ƘŜƴ ƛǘ ƛǎ ƻƴΣ ŜǾŜǊȅƻƴŜ ǿƘƻ Ŏŀƴ ǎŜŜ ǘƘŜ ǘŀǎƪΩǎ ǇǊƻƧŜŎǘ ǎŜŜǎ 

it. Administrators always see every task. New tasks start private; tasks created before this option existed 

load as visible-to-all, so nothing disappears on upgrade. 

Who can delete a task 

w9ah±9 ¢!{Y ƛǎ ǊŜǎŜǊǾŜŘ ŦƻǊ ǘƘŜ ǘŀǎƪΩǎ ŎǊŜŀǘƻǊ όŀƴŘ ŀŘƳƛƴƛǎǘǊŀǘƻǊǎύΦ LŦ ŀ ǘŀǎƪ ǿŀǎ ŎǊŜŀǘŜŘ ōȅ ǎƻƳŜƻƴŜ ŜƭǎŜ 

and merely assigned to you, the REMOVE TASK button is dimmed ς you can work the task, complete it and 

comment on it, but not delete it. 
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6.4 E-mail reminders (alerts) 

A task can send its assigned user an e-mail reminder on a chosen day ς useful for follow-ups and 

deadlines. 

9. Tick Alert by email. This enables the alert date box. 

10. Enter the alert date (DD.MM.YY; double-click for a calendar). 

11. Save the task. 

On the chosen day, at 08:00, the reminder is e-mailed to the assigned user (by default the creator) with 

the task details. If the software is not running at that moment, the reminder is sent as soon as it next 

runs, so a reminder is never silently missed. Each reminder is sent once; changing the alert date re-arms it 

for the new day. 

 
Figure 38. The alert. The date box is unusable until Alert by email is ticked, so the two can never disagree. 

The reminder is sent by a running desktop client, not by the server. In practice that means at least one 
machine has to be running Wise CRM on the morning a reminder is due; a machine that was switched off 
sends the overdue reminders shortly after it next starts up. Changing the alert date, or switching the alert 
off and on again, re-arms it, so a reminder can be pushed back simply by editing the date. 

How reminders are sent 

Reminders are sent from the client using the same e-Ƴŀƛƭ ǎŜǘǘƛƴƎǎ ŀǎ Ƴŀǎǎ ƳŀƛƭƛƴƎ ό{ŜǘǘƛƴƎǎ Ҧ a!L[ 

CREDENTIALS). At least one copy of Wise CRM should be running around the reminder time; a machine 

that was switched off will send the reminder the next time it starts. 

When a task is assigned to somebody else 

Saving a task whose Assigned to now names a different colleague sends that colleague an e-mail with the 

task name, priority, due date, project, who created it and the description. It goes out whether the task has 

just been created or reassigned, and it is separate from the alert above - it needs no Alert by email tick and 

is not tied to a date. 

Nothing is sent when the assignee did not change, when people assign a task to themselves, or when that 

user has no e-mail address in the settings users list, and there is no message on screen either way. 

Administrators can switch the whole thing off with send_assigned_task_email=off in mail.txt (section 12.1); 

it is ON by default, including in installations whose mail.txt was written before the option existed. 
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6.5 Linking, keywords, comments and documents 

 
Figure 39. Description and the new-comment box. ADD COMMENT stays dimmed until there is something in the box to add. 

The description is the task itself and can be rewritten as the work is understood better. Comments are 
the opposite: each one is stamped with the date, time and your name and prepended to the history, 
ǿƘƛŎƘ ƛǎ ƴŜǾŜǊ ǊŜǿǊƛǘǘŜƴΦ .ŜǘǿŜŜƴ ǘƘŜƳ ǘƘŜȅ ŀƴǎǿŜǊ άǿƘŀǘ Ƙŀǎ ǘƻ ōŜ ŘƻƴŜέ ŀƴŘ άǿƘŀǘ Ƙŀǎ ƘŀǇǇŜƴŜŘ ǎƻ 
ŦŀǊέ ǿƛǘƘƻǳǘ ǘƘŜ ǘǿƻ ƎŜǘǘƛƴƎ ƳƛȄŜŘ ǳǇΦ 

 
Figure 40. The same area straight after ADD COMMENT. The box has emptied, the button has dimmed again, and the 

comment is in the history with the date, the time and who wrote it. 

Notice what the picture does NOT show: any way to change that entry. The stamp is applied when the 
comment is added and the text is prepended to the history as it stands - which is what makes the history 
worth quoting later. The one exception is the most recent entry, which can be removed outright (see 
below) for the case where somebody has just posted to the wrong task. 
The comment is in the history immediately, but the task itself is not saved until SAVE TASK - which is why 
that button lights up the moment a comment is added. Leaving the tab without saving discards the 
comment along with any other unsaved change. 
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Figure 41. The comment history, newest first. DELETE LAST TASK COMMENT removes only the most recent entry, and only 

its author or an administrator may do so. 

Linking a task to customers and leads 
CUSTOMER/LEAD opens the generic selection popup listing every customer and lead, and you may tick 
MORE THAN ONE. The same piece of work is regularly owed to several partners - a call round of twenty 
departments, one translation that serves two accounts - and one task linked to all of them beats twenty 
copies. 
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Figure 42. The link chooser. Customers and leads are in one list, each row prefixed with which it is; the four filled boxes are 

this task's current links. 

The ticks are the complete link set: whatever you leave unticked is unlinked when you confirm, and 
ticking nothing removes every link. The task then appears under SHOW TASKS on each of the linked 
partners, and the popup opens with the current links already ticked, so you can see what is linked before 
you change anything. 
Because both kinds live in one list, a task can span the boundary - a campaign that covers three existing 
customers and two prospects is one task, not two. Use the filter box to cut a long list down before ticking; 
ticks on rows the filter is hiding are kept, so a set can be assembled in several passes. 

Control What it does 

Link to customer / lead Attach the task to a specific organisation. You can then jump to the task 

ŦǊƻƳ ǘƘŀǘ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ¢!{Y{ ōǳǘǘƻƴΣ ŀƴŘ ōŀŎƪ ǘƻ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴ ŦǊƻƳ 

the task. 

KEYWORDS Assign classification keywords for filtering the task list. 

ADD COMMENT !ǇǇŜƴŘ ŀ ŘŀǘŜŘΣ ŀǘǘǊƛōǳǘŜŘ ŎƻƳƳŜƴǘ ǘƻ ǘƘŜ ǘŀǎƪΩǎ ƘƛǎǘƻǊȅ όŀǇǇŜƴŘ-only ς 

comments are never overwritten). 

DOCUMENTS Attach documents to the task through its own document manager. 
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6.6 Finding tasks and deleting 

The task search box finds tasks whose short description, full description or comment history contains the 

text you enter (press Enter or the search button). REMOVE TASK permanently deletes the selected task 

(creator or administrator only); this cannot be undone and requires confirmation. 
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7. The Notes Tab 

Notes are free-form, shared text entries ς useful for meeting minutes, internal announcements, 

procedures or anything the team should be able to read. The list is on the left; the editor is on the right. 

Notes are visible to all users by default, and can be filtered by keyword and by author, or restricted to 

specific users. 

 
Figure 43. The Notes tab. The two lists on the left both filter and report; the selected note's text is in the middle, the list of 

notes on the right. The yellow rows are explained in section 7.2. 

7.1 Working with notes 

 
Figure 44. The note list, with the two arrows above it. The order is manual and deliberate, so the notes that matter most 

can be kept at the top - it is not alphabetical and it is not by date. 



Wise CRM ς User & Administrator Manual 

Page 43 of 83 

 
Figure 45. NEW NOTE asks for the title first. The title is what the list shows, so it is worth making it read like an answer to a 

question somebody will ask. 

A note is opened for editing with EDIT and stored with SAVE NOTE; until then the text is read-only, which 
stops a stray keypress from changing a shared procedure. The title can be changed later by double-
clicking the note in the list - the same immediate rename the task list offers. 

Browsing and editing are two different modes 
This is the one thing about the Notes tab that surprises people, so it is worth saying plainly: the two lists 
on the left - Keywords and Visible to users - do something COMPLETELY DIFFERENT depending on 
whether you are browsing or editing. The tab has no visible mode indicator; what tells you which mode 
you are in is the background of those lists. 
BROWSING (the normal state). The tick marks are FILTERS: tick a keyword or a user and the note list 
narrows to the notes that carry it. Selecting a note colours the whole row of every entry belonging to that 
note YELLOW - see below. 
EDITING (after EDIT or NEW NOTE, until SAVE NOTE or CANCEL). The same tick marks are now 
ASSIGNMENTS: what you tick becomes this note's keywords and this note's visible-to list. Ticking no 
longer re-filters anything, and the yellow highlighting is switched off for the duration. 
The highlighting disappears on entering edit mode by design, not by accident. A background colour saying 
άǘƘƛǎ ƛǎ ǿƘŀǘ ǘƘŜ ƴƻǘŜ ŎǳǊǊŜƴǘƭȅ Ƙŀǎέ ǎƛǘǘƛƴƎ ƴŜȄǘ ǘƻ ŀ ǘƛŎƪ ƳŀǊƪ ǎŀȅƛƴƎ άǘƘƛǎ ƛǎ ǿƘŀǘ ȅƻǳ ŀǊŜ ŀōƻǳǘ ǘƻ ƎƛǾŜ 
ƛǘέ ǿƻǳƭŘ ōŜ ǘǿƻ ŎƭŀƛƳǎ ŀōƻǳǘ ǘƘŜ ǎŀƳŜ Ǌƻǿ at the same time. So the read-out steps aside while you are 
the one deciding, and comes back when you save or cancel. 
The practical consequence is worth remembering: a filter you set up before pressing EDIT is not what you 
are editing. When you press SAVE NOTE, the ticks as they stand at that moment become the note's 
assignment - so check them before saving rather than assuming they still hold the filter you had in mind. 

Control What it does 

ADD NOTE Create a new note. Type the content in the editor; the first line becomes 

the title shown in the list. 

EDIT NOTE Edit the selected note in the full editor; press UPDATE NOTE to save. 

REMOVE Delete the selected note (confirmation required). 

Keywords / Users Assign classification keywords and, optionally, the specific users allowed to 

see the note. 

Documents Attach documents to the note. 

Cƻƴǘ Ҍ κ ҍ κ ǊŜǎŜǘ όCмл κ Cф κ 

F11) 

Adjust the editor font size. The three keys do the same thing and, unlike the 

buttons, they work while the caret is still inside the note text: F10 larger, F9 

smaller, F11 back to the default. They act on the Notes tab only - on the 

Customers and Leads tabs F11 stays the CUSTOM fields shortcut. 

7.2 Filtering and readability 

The keyword and user lists on the left filter which notes are shown. The two toggle buttons flip all 

ƪŜȅǿƻǊŘ ƻǊ ŀƭƭ ǳǎŜǊ ŎƘŜŎƪōƻȄŜǎ ŀǘ ƻƴŎŜΣ ŦƻǊ ǉǳƛŎƪ ǎǿƛǘŎƘƛƴƎ ōŜǘǿŜŜƴ άǎƘƻǿ ŀƭƭέ ŀƴŘ άŦƛƭǘŜǊ ōȅέΦ {ŜŀǊŎƘ 

finds notes whose title or body contains the text you type. 
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Figure 46. The keyword list. The small button above it flips every entry on or off at once. The yellow bar is not a tick and not 

a filter - it says this keyword belongs to the note now selected. 

 
Figure 47. The user list has two jobs: it filters the note list, and on a note being edited it is where you choose who may see 
the note. Here three users are yellow, so the selected note is restricted to those three - "Demo Admin" is not among them, 

but an administrator sees every note anyway. 

A note with nobody ticked is public - everyone sees it. Tick one or more users and it becomes visible only 
to them, plus administrators, who see every note. That is the whole visibility rule, and it is the same rule 
the mobile app applies. 

The yellow highlight in the two lists 
Selecting a note paints some entries in these two lists yellow, across the full width of the row. The 
highlight is not a filter and you did not switch it on - it is a read-out of the note you have just selected: the 
highlighted keywords are the keywords attached to that note, and the highlighted users are the users the 
note is visible to. It used to be a much paler tint, which was easy to miss on a bright screen; the bar is 
meant to be seen from across the room. 
It answers, without a single click, the two questions you would otherwise have to open the note to 
answer - άǿƘƻ Ŏŀƴ ǎŜŜ ǘƘƛǎ ƻƴŜέ ŀƴŘ άƘƻǿ ƛǎ ƛǘ ŎƭŀǎǎƛŦƛŜŘέΦ {ŜƭŜŎǘ ŀ ŘƛŦŦŜǊŜƴǘ ƴƻǘŜ ŀƴŘ ǘƘŜ ƘƛƎƘƭƛƎƘǘƛƴƎ 
moves with it; a public note highlights no user at all, because it is restricted to nobody. 
The highlight is switched off while a note is being edited, because the tick marks mean something else 
then - ǎŜŜ ά.ǊƻǿǎƛƴƎ ŀƴŘ ŜŘƛǘƛƴƎ ŀǊŜ ǘǿƻ ŘƛŦŦŜǊŜƴǘ ƳƻŘŜǎέ ƛƴ ǎŜŎǘƛƻƴ тΦмΦ 

How firmly a restricted note is hidden 
A note that is not meant for you never reaches the list. The visibility test runs BEFORE the search and the 
keyword and user filters, so there is no combination of filters, and no search term, that can bring a 
restricted note into view - and because every way of opening a note goes through selecting it in the list, it 
cannot be read, edited, reordered, deleted or have its documents inspected either. On the mobile app a 
note you may not see is discarded the moment the file is parsed, so it does not exist on the phone at all. 
Be clear about what kind of protection that is, though. The filtering happens in the client: the server 
checks the licence and the login, and then hands over the whole notes file. The desktop keeps every note 
in memory and hides the ones you may not see from the list. So this is a who-sees-what rule for the 
application, not a cryptographic secret from your colleagues - anyone with a valid login for the licence 
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and the willingness to dig has the bytes on their machine. The same is true of private tasks and of project 
jurisdiction. 
Put anything that must stay genuinely confidential somewhere built for that, and use note visibility for 
what it is good at: keeping the list relevant, and keeping internal material - discount bands, competitor 
notes - off the screens of people who have no use for it. 
One consequence of holding every note in memory is a helpful one: a restricted user who saves a note 
writes the complete set back, including the notes they cannot see. Nothing is lost by editing as a 
restricted user. 
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8. Document Management 

Wise CRM keeps the documents of the whole licence in one library on the server and lets every record 
point at the ones that concern it. The same window does all of it, and it opens from the DOCUMENTS 
button of a customer, a lead, a task or a note. This chapter describes that window; the buttons that lead 
to it are described with the tab they sit on. 

 
Figure 48. The document manager, opened from a partner. The list shows the documents assigned to this record; untick 
ά{Ƙƻǿ ƻƴƭȅ ŀǎǎƛƎƴŜŘ ŘƻŎǳƳŜƴǘǎέ ǘƻ ǎŜŜ ǘƘŜ ǿƘƻƭŜ ƭƛŎŜƴŎŜ ƭƛōǊŀǊȅ ŀƴŘ ŀǎǎƛƎƴ ŦǊƻƳ ƛǘΦ ώ/ϐΣ ώvϐ ŀƴŘ ώLϐ ƛƴ ŦǊƻƴǘ ƻŦ ŀ ƴŀƳŜ 

mark the active Contract, Quotation and Invoice; [+] is a plain attachment. 

8.1 One library, many records 

A document is uploaded ONCE and is then ASSIGNED to as many records as it concerns. A framework 
contract can belong to five customers without being uploaded five times, and correcting it corrects it for 
all five. This is the single idea the whole screen is built on: the library holds files, the records hold pointers 
at them. 
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Because of that, breaking a link and deleting a file are two different things, and the window keeps them 
apart. (UN)ASSIGN attaches the selected document to the record you came from, or detaches it - the file 
stays in the library for everybody else. REMOVE deletes the file from the server permanently, for every 
record that pointed at it, and asks first. 
Deleting a customer, a lead, a task or a note removes that record's assignments and leaves the files 
themselves untouched in the library. 

8.2 Opening the manager 

The DOCUMENTS button of the record opens the window with that record's own documents already 
filtered, and Show only assigned documents ticked. Untick it to see the entire licence library, which is 
how a document uploaded from one customer is assigned to another. 
The window is opened from a SAVED record. A task you have just created and not yet saved refuses to 
open it, because an assignment points at the record by its unique ID and that ID does not exist on the 
server until the first save. 
¢ƘŜ  ƳŀǊƪ ƻƴ ŀ 5h/¦a9b¢{ ōǳǘǘƻƴ ƳŜŀƴǎ ǘƘŀǘ ǊŜŎƻǊŘ ŀƭǊŜŀŘȅ Ƙŀǎ ŀǘ ƭŜŀǎǘ ƻƴŜ ŘƻŎǳƳŜƴǘΣ ǎƻ ǘƘŜ ŦƻǳǊ 
tabs say what is behind the button without anybody having to open it - see section 2.7. 

8.3 Reading the list 

Two columns: the name Wise CRM calls the document, and a free description. The rows of documents 
assigned to the record you came from are shaded, and their name carries a mark - [C] for the active 
Contract, [Q] for the Quotation, [I] for the Invoice, [+] for a plain attachment. In the whole-library view 
the unshaded, unmarked rows are the documents that belong to other records. 
Search filter narrows the list by name OR description; SEARCH and the Enter key both apply it. The two 
arrows on the right move the selected document up and down, and that order is stored on the server, so 
a list arranged to suit the way you work stays arranged for your colleagues too. 
Rest the mouse on a row and a tooltip gives the three things at once: the CRM name, the name of the file 
it was uploaded from, and the description. It follows what is in the row at that moment, including an edit 
you have made and not yet confirmed. 

8.4 The name is yours; the extension belongs to the file 

Double-click a cell to edit it - the left column for the name, the right one for the description. A single click 
puts the caret at the end of what is already there. Both columns are saved when you press CONFIRM and 
discarded on CANCEL, which is the one thing to remember about this window: uploads, assignments and 
deletions happen immediately, but the two text columns wait for CONFIRM. 
¢ƘŜ ƴŀƳŜ ƛǎ ŀ ƭŀōŜƭΣ ƴƻǘ ŀ ŦƛƭŜ ƴŀƳŜΦ άCǊŀƳŜǿƻǊƪ ŀƎǊŜŜƳŜƴǘ нлнсέΣ ǿƛǘƘ ƴƻ ŦƛƭŜ ŜȄǘŜƴǎƛƻƴ ŀǘ ŀƭƭΣ ƛǎ ŀ 
perfectly good name, and a name that says what the document IS beats one that says which folder it 
came out of three years ago. The file on the server is never renamed by any of this. 
The extension is looked after separately. Whenever Wise CRM writes the document to your disk it puts 
ǘƘŜ ŜȄǘŜƴǎƛƻƴ ƻŦ ǘƘŜ ŦƛƭŜ ƛǘ ǿŀǎ ǳǇƭƻŀŘŜŘ ŦǊƻƳ ōŀŎƪ ƻƴ ǘƘŜ ŜƴŘΣ ǎƻ ŀ ŘƻŎǳƳŜƴǘ ŎŀƭƭŜŘ άCǊŀƳŜǿƻǊƪ 
ŀƎǊŜŜƳŜƴǘ нлнсέ ǎǘƛƭƭ ŀǊǊƛǾŜǎ ŀǎ άCǊŀƳŜǿƻǊƪ ŀƎǊŜŜƳŜƴǘ нлнсΦŘƻŎȄέ ŀƴŘ ǎǘƛƭƭ ƻǇŜƴǎ ƛƴ ²ƻǊŘΦ ¢ƘŜ ƻǊƛƎƛƴŀƭ 
name is never lost either - it is the middle line of the row tooltip, and it is shown in the title of the 
DOWNLOAD dialog. 
Renaming a document does not disturb anything pointing at it. Assignments, roles and the file itself are 
all keyed by an internal identifier, not by the name. 

8.5 Reading a document: OPEN and DOWNLOAD 

OPEN (F5) downloads the selected document into your Downloads folder and opens it straight away in 
the application its file type belongs to - Word for a .docx, your reader for a .pdf. It is the quickest way to 
look at something, and it is only that: whatever you change in that copy afterwards stays on your 
computer and never comes back to the CRM. 
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DOWNLOAD (F4) saves a copy without opening it. The dialog starts in Downloads but you can save it 
anywhere; the name offered is the CRM name and the name the file was uploaded under is in the dialog 
title, so it is always clear which document this is a copy of. 
All three of OPEN, EDIT and DOWNLOAD put the file in your Downloads folder, so there is one place to 
look for anything Wise CRM has written to your disk. 

8.6 Changing a document: EDIT 

EDIT (F6) is the round trip. The document is downloaded, opened in its own application, and when you 
are finished Wise CRM offers to upload the new version back into the SAME document - the name, the 
description and every assignment stay exactly as they are. 
Edit the file, SAVE it in that application, and close it. If the application started as a new program, Wise 
CRM notices when it closes and asks straight away. If it handed the file to a copy of itself that was already 
running - which is what usually happens with Word and Excel - it cannot see when you have finished, so it 
leaves a window on screen asking you to press OK once you have saved. Either way the question is the 
same one, and the answer is yours. 
Nothing is uploaded unless the file really changed, and never without that confirmation. Closing the 
application without saving, or pressing Cancel, leaves the document on the server exactly as it was. 
This is the difference between EDIT and UPLOAD FILE. UPLOAD FILE always creates a SECOND document, 
which is how a corrected contract used to end up in the list twice, with the assignments still on the old 
copy and no way to tell the two apart. Use EDIT to change a document and UPLOAD FILE to add one. 

8.7 Contract, quotation and invoice 

One document of each of three kinds can be nominated per record. Select it in the list and press 
CONTRACT, QUOTATION or INVOICE; the name then appears in the field beside the button, and the 
matching button on the customer or lead form downloads and opens that document in one click. Only 
one document at a time can hold each role, so nominating a new one demotes the previous holder to a 
plain attachment. 
Pressing the same button again, on the document that already holds the role, takes the nomination back: 
the mark returns to whatever held it when you opened this screen - the document that had it before, or 
nothing at all. That is the way out of a wrong click, and it is why the three buttons never leave you having 
to promote some other file just to undo one. 
The three role buttons are for customers and leads. A task or a note has no contract, so for those the 
whole block is dimmed and only plain assignment applies. 

8.8 Adding a document 

UPLOAD FILE (F10) puts a new file into the library. Any file type is accepted - PDF, Word, Excel, images - 
up to 32 MB. When the window was opened from a record, the uploaded document is assigned to that 
record at once, which is what you almost always want. 
The document is stored on the server under an internal identifier, not under its file name, which is why 
two people can upload two different files called invoice.pdf without one overwriting the other. 
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9. Incoming Mail ς the Activity Flag 

Wise CRM can watch one or two mailboxes and turn each incoming e-mail that comes from one of your 

partners (customers AND leads) into activity on that partner. It is a lightweight ticketing aid: you still work 

the conversation in your normal mail client, but the CRM flags which partners are waiting on you and 

records the incoming message in their history. 

9.1 What happens when mail arrives 

ω ¢ƘŜ ǎŜƴŘŜǊΩǎ Ŝ-mail address is matched to a partner contact. 

ω ! ƭƛƴŜ άLƴŎƻƳƛƴƎ Ŝ-Ƴŀƛƭ ŦǊƻƳ ғǎŜƴŘŜǊҔΥ ғǎǳōƧŜŎǘҔέ ƛǎ ŀŘŘŜŘ ǘƻ ǘƘŀǘ ǇŀǊǘƴŜǊΩǎ wŜƎƛǎǘŜǊŜŘ ŀŎǘƛƻƴǎΦ 

ω ¢ƘŜ ǇŀǊǘƴŜǊΩǎ {Ŝƭ ŎŜƭƭ ƛƴ ǘƘŜ ƭƛǎǘ ƛǎ ŎƻƭƻǳǊŜŘΥ ƎǊŜŜƴ ŦƻǊ ŀƴ ƻǇŜƴ ŀŎǘƛǾƛǘȅ ŦƭŀƎΣ ǊŜŘ ǿƘŜƴ ǘƘŜ ŦƭŀƎ ƛǎ 

marked urgent. 

 
Figure 49. The activity flag on a partner. CLEAR ACTION FLAG closes it; Need (Urgent) Action turns the green cue red 

without closing it. 

The flag is raised automatically and lowered by hand. That asymmetry is the point: an e-mail can open a 
flag while nobody is watching, but only a person can decide the matter is finished. Until somebody 
presses CLEAR ACTION FLAG the partner stays coloured in the list, which is exactly how a light-weight 
ticket system should behave. 
The registered actions box is tinted to match, so the state is visible even when you are already inside the 
record: pale green for an open flag, peach when it has been marked urgent, and no tint at all once the 
flag is cleared. 
Mail from anyone who is not a partner is ignored ς the partner match is the filter, so the plain inbox can 

be read directly. 

9.2 Working the flag 

Control What it does 

Green Sel cell The partner has an OPEN activity flag ς an incoming mail is waiting to be 

dealt with. 

Need (Urgent) Action A checkbox on the partner: ticking it opens the flag (if not already open) 

and turns the Sel cell RED; un-ticking lowers it back to green. It never closes 

the flag. 

CLEAR ACTION FLAG Close the activity flag once you have handled the request (confirmation 

required). The colour clears. A new incoming mail ς or ticking Urgent again 

ς re-opens it. 

Sel column header Click it to FILTER the list: if any partners are ticked it shows only ticked ones, 

otherwise it shows only partners with an open flag. Click again to clear. 

Because the flag is closed by hand, an issue can stay open even after you have replied ς exactly the 

behaviour a light ticket queue needs. 



Wise CRM ς User & Administrator Manual 

Page 50 of 83 

9.3 Setting it up (administrator / per user) 

Incoming-Ƴŀƛƭ ǿŀǘŎƘƛƴƎ ƛǎ ŎƻƴŦƛƎǳǊŜŘ ǇŜǊ ƳŀŎƘƛƴŜ ƛƴ ƳŀƛƭΦǘȄǘ ό{ŜǘǘƛƴƎǎ Ҧ a!L[ /w959b¢L![{ύΣ ŘŜǎŎǊƛōŜŘ 

in detail in chapter 12. In short: enable IMAP on the mailbox, create an application password, and fill in 

the imap1_ (and optionally imap2_) block. Saving the file immediately triggers a first fetch, so matched 

partners light up within seconds. Nothing needs to be scheduled ς the client re-checks periodically on its 

own, and the server rebuilds the address-to-partner lookup table once a day. 

Two things must line up 

! ǇŀǊǘƴŜǊ ƭƛƎƘǘǎ ǳǇ ƻƴƭȅ ǿƘŜƴ ǘƘŜ ǎŜƴŘŜǊΩǎ ŜȄŀŎǘ Ŝ-mail address is stored as a contact on that partner AND 

ǘƘŀǘ ŎƻƴǘŀŎǘ ǿŀǎ ǇǊŜǎŜƴǘ ŀǘ ǘƘŜ ǎŜǊǾŜǊΩǎ ƭŀǎǘ ƴƛƎƘǘƭȅ ǊŜōǳƛƭŘ όǇŀǎǘ лмΥллύΦ ! ŎƻƴǘŀŎǘ ŀŘŘŜŘ ǘƻŘŀȅ ƛǎ 

matchable after the next rebuild. 

The client only reads mail newer than the last time it checked, so a message already seen is not re-flagged; 

ǘƘŜ ǎŜƴŘŜǊΩǎ ƴŜȄǘ ƴŜǿ Ƴŀƛƭ ƳŀǘŎƘŜǎ ŎƭŜŀƴƭȅΦ 
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10. Mass E-mailing 

The EMAIL button on the Customers and Leads tabs sends an individual e-mail to many organisations at 

once ς a mail-merge campaign that reaches each contact separately (no shared To or CC list), so 

recipients never see one another. 

10.1 Choosing the recipients 

Tick the organisations you want in column 5 of the list. When you press EMAIL, the ticked organisations 

are the recipients; if none are ticked, Wise CRM offers to send to all currently visible (filtered) 

organisations. Only contacts with a valid e-mail address, marked to be included in mailing, receive the 

message. 

 
Figure 50. Pressing EMAIL with nothing ticked. Rather than refusing, the application offers the visible list as the recipient set 

- and says how many that is. 

This is the shortcut that makes the whole feature quick: filter the list down to the group you want, press 
EMAIL, and accept. There is no need to tick anything at all when the filter has already produced exactly 
the set you mean. 
Read the number in that question before answering it. It is the count of rows CURRENTLY VISIBLE, so it is 
also the check on whether your filter did what you thought - ά{ŜƴŘ ǘƻ ![[ мл ǇŀǊǘƴŜǊόǎύέ ǿƘŜƴ ȅƻǳ 
expected three is the cheapest possible warning that the filter is wrong. 

Build a mailing list incrementally 

Filter, tick the visible rows, filter again, tick again ς ticks on rows hidden by a filter are preserved. The 

SELECT ALL / SELECT NONE buttons act on the visible rows only. The send dialog reports the total ticked 

count, so nothing stays hidden at send time. 

10.2 The message and sending 

ω You are prompted to choose an HTML body file for the message, and may attach one or more files. 
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Figure 51. The subject prompt. It is asked once and used for every message in the campaign. 

The order of the prompts is subject, then body file, then attachments. The body is an HTML file you 
prepare beforehand in whatever tool you like, which is what lets a campaign carry formatting and images 
without the CRM having to be an editor. 
ω Messages are sent one at a time through a background script, with a configurable delay between 

them so anti-spam limits are respected. 

ω The send is interrupt-resilient: if the machine is shut down mid-campaign, restarting Wise CRM 

resumes it ς already-sent messages are not sent again and none are lost. 

ω wŜŎƛǇƛŜƴǘ ŀŘŘǊŜǎǎŜǎ Ƴŀȅ ōŜ ƎƛǾŜƴ ƛƴ ǘƘŜ άbŀƳŜ ғŀŘŘǊŜǎǎҔέ ŦƻǊƳΤ ƻƴƭȅ ƳŜǎǎŀƎŜǎ ǘƻ ŜȄƛǎǘƛƴƎ 

partners are counted. 

The SHOW EMAILING LOG button (Settings) opens the append-only send log ς one header per campaign 

plus one line per message. Because the sending script writes it live, an in-progress campaign can be 

watched by reopening the log. 
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11. Settings & Administration 

The Settings tab holds the shared reference lists that feed the drop-downs throughout the application, 

the user accounts, import/export tools, e-mail configuration and your own account preferences. Most list 

changes are made by administrators; each user can always change their own password and default 

project. 

 
Figure 52. The Settings tab. The shared lists fill most of the screen; users, the administrator buttons and the connection 

details are on the right. 

Nothing on this tab is saved until SAVE SETTINGS is pressed, and the button stays dimmed until 
something changes. REVERT SETTINGS throws away the changes you have made since the last save and 
re-reads the stored values. 

Saving settings 

Settings changes are held locally until you press SAVE SETTINGS. REVERT discards unsaved settings changes 

and reloads the last saved state. Both buttons are active only while unsaved changes exist. Other users see 

your changes after they press REFRESH DATA or restart. 

11.1 The shared lists 

Each of the following lists supports Add, Delete and Move Up / Move Down. They populate the matching 

drop-downs on customer, lead and task records, and several are also available as list filters. 
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Figure 53. Every shared list has the same four controls: NEW to add, the two arrows to re-order, and the red X to delete. 

The order you set here is not the order the drop-downs show - those sort alphabetically - but it is the 
order this tab shows, which makes a long list easier to maintain. Deleting an entry does not go back and 
change the records that already use it; existing records keep the value they were saved with. 

Lock delete to non-admin - who may delete and rename 

These lists are the spine of the database. Partners, tasks and notes all reference their entries, so deleting 

one is not a local edit: every record that used it keeps its stored text but loses the entry from its drop-

down. Renaming is quieter and reaches just as far - the stored link survives, so every one of those records 

now reads as something else. Neither can be undone from the client. 

¢ƘŜ ŎƘŜŎƪōƻȄ ά[ƻŎƪ ŘŜƭŜǘŜ ǘƻ ƴƻƴ-ŀŘƳƛƴέΣ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘƛǎ ǘŀō ōŜǎƛŘŜ w9Cw9{I 5!¢!Σ ŘŜŎƛŘŜǎ ǿƘƻ 

may do it. Only an administrator can move it, and the setting belongs to the licence, not to one machine - 

a per-computer setting would be worth nothing, since the computer that wants to delete is the one that 

would be asked. 
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Figure 54. The checkbox as an administrator sees it, at the bottom of the Settings tab. For everybody else it is greyed out - 

which is the whole point of it. 

ω TICKED - nobody except an administrator can delete or rename an entry here. The delete buttons 

are greyed out and a double-click to rename politely refuses. Adding stays open to everyone: a new 

entry cannot break anything. 

ω UNTICKED - everyone may delete and rename, and every such change is recorded and reported by 

e-mail to the first administrator in the users list when the settings are saved. 

When a change has been recorded, SAVE SETTINGS first shows you the list of exactly what will be 

reported and asks whether to go ahead. Cancelling stops the save; nothing is undone, so you are simply 

back where you were and can put the entries back by hand or save after all. The mail is sent only after the 

save has actually succeeded, so the administrator is never sent looking for a change that never landed. 

¢ƘŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊΩǎ ƻǿƴ ŘŜƭŜǘƛƻƴǎ ŀƴŘ ǊŜƴŀƳŜǎ ŀǊŜ ƴŜƛǘƘŜǊ ǊŜŎƻǊŘŜŘ ƴƻǊ ǊŜǇƻǊǘŜŘ - the setting is theirs, 

and a report to yourself about your own work is noise. The DEMO account is locked whatever the 

checkbox says, because the demo licence is public. 

A licence that has never had this setting saved starts LOCKED, which is also how Wise CRM behaved 

before the checkbox existed. 

This is a working agreement, not a security barrier. It is here because most arguments in an office about 

"who deleted the city list" are really arguments about not knowing - and a short e-mail that says what 

changed, by whom, and when, settles the question before it becomes one. 

List Purpose 

Projects Top-level classification for all partners and tasks (e.g. Wise Timetable, Wise 

Bed Manager). Users can be restricted to their assigned projects. 

Keywords Tags assignable to customers, leads and tasks for fine-grained filtering. 

Countries / Cities Geographic lists used on partner records and as filters. 

Parent organisations Group related organisations under a common parent. 

Languages The document / correspondence language of a partner. 

Distributors The distributor associated with a partner. 
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List Purpose 

Currencies Currencies for invoicing figures. 

Invoicing companies ¢ƘŜ ƛǎǎǳƛƴƎ ŎƻƳǇŀƴȅ ǳǎŜŘ ƻƴ ŀ ǇŀǊǘƴŜǊΩǎ ƛƴǾƻƛŎŜǎΦ 

Users The people who can log in (administrators only ς see below). 

11.2 Users and access (administrators) 

Administrators manage the user accounts. A new user is entered as a single comma-separated string ς 

role, name, e-mail and password ς for example: A, John Smith, john@company.com, secret123 (role A = 

Administrator, U = regular User). The e-mail address is the login name. To correct an account afterwards, 

double-click its line: role, name and e-Ƴŀƛƭ ŎƻƳŜ ōŀŎƪ ƛƴ ƻƴŜ ǇǊƻƳǇǘΣ ŀƴŘ ǘƘŀǘ ŀŎŎƻǳƴǘΩǎ ǇŀǎǎǿƻǊŘ ŀƴŘ 

assigned projects are left exactly as they are. 

 
Figure 55. The user list. Each line is role, name and e-mail, followed by the projects assigned to that user. The password 

is not part of the line and never appears on screen - it is stored with the account, and only its owner can replace it. 

The role is the first field and only two values matter: A for an administrator, anything else for an ordinary 
user. The e-mail address is what that person types at the login screen; the name is what everyone else 
sees on their tasks, actions and comments. 
ASSIGNED PROJECTS opens the project list for the selected user. A user with no projects assigned sees 
everything - which is the right default for a small team. Assign projects only when somebody genuinely 
should not see the rest. 
PASSWORD CHANGE asks for everything at once: your current password, the new one, and the new one 
again. Each box is checked as you leave it and turns red if it does not hold up - a current password that is 
not yours, a new one shorter than four characters, a repeat that does not match - so a mistake is pointed 
at while the cursor is still beside it. Nothing is stored until you press SAVE SETTINGS; until then the old 
password is still the one that works everywhere else. An administrator cannot set somebody eƭǎŜΩǎ 
password here: they could then sign in as that person with nothing in the audit trail to say so. A colleague 
who has forgotten theirs is given a new account, or a password they change on first use. 

Control What it does 

NEW USER / DELETE USER Create or remove a user account (administrators only). A deleted user can 

no longer log in after settings are saved. 

ASSIGNED PROJECTS Restrict a user to specific projects: once assigned, that user sees ONLY 

customers, leads and tasks in those projects. Administrators always see 

everything. 
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Control What it does 

CHANGE PASSWORD Change your own login password: the current one, the new one and the 

new one again, in a single dialog. Stored when the settings are saved. 

DEFAULT PROJECT The project your Customer and Lead lists pre-select after login. 

Project jurisdiction ς how visibility is decided 

When a user has no assigned projects they see everything. When they have one or more assigned 

projects, they see: partners with no project (treated as public), partners whose product/project is among 

their assigned projects, and ς for tasks ς also the private/visibility rule from chapter 6. Administrators 

bypass all of this and see everything. The mobile app applies the identical rules. 

11.3 E-mail configuration and logs 

Mass e-mail, task reminders and the incoming-mail Activity flag all use the mail configuration file mail.txt, 

opened with MAIL CREDENTIALS. It holds the outgoing SMTP settings and up to two incoming IMAP 

accounts. Chapter 11 documents every field. Keep this file secure ς it contains application passwords. The 

SHOW EMAILING LOG and OPEN SYSTEM LOGS buttons open the send log and the client diagnostics log 

respectively. 

 
Figure 56. The administration buttons. MAIL CREDENTIALS and EDIT INTEGRATIONS open their configuration files in 

Notepad; the upload happens when you close it. 

Two of these are worth knowing even if you are not an administrator. REFRESH DATA re-reads everything 
from the server without restarting the application, which is how you pick up a colleague's change without 
losing your place. PASSWORD CHANGE changes your own password and is available to everyone except 
the demo account. 
Default Product/Project, just above these buttons, sets the project the Customers and Leads filters start 
on when you log in. On an installation where you always work in one project it saves setting the same 
filter every morning. 

11.4 Custom fields and integrations 

ω EDIT CUSTOM FIELDS ς ŘŜŦƛƴŜ ǘƘƛǎ ƭƛŎŜƴŎŜΩǎ ŎǳǎǘƻƳ ǇŀǊǘƴŜǊ ŦƛŜƭŘǎ όǳǇ ǘƻ ŦƛǾŜ ǘŜȄǘ ŀƴŘ ǘƘǊŜŜ 

numeric). A field you name here appears, with that name, in the Custom Fields window of every 

customer and lead. 

ω EDIT INTEGRATIONS ς open integrations.txt to enable a shipped example integration or add your 

own. Changes apply the next time the integrations window is opened; no restart needed. See 

chapter 12. 
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11.5 Import and export 

Customers and leads can be imported from, and exported to, semicolon-delimited CSV files. Chapter 16 is 

the full reference: the column list, every modifier code, how to import only the columns you have, and 

worked examples. The export format is the exact mirror of the import format, so an exported file can be 

ŜŘƛǘŜŘ ƛƴ 9ȄŎŜƭ ŀƴŘ ƛƳǇƻǊǘŜŘ ōŀŎƪΦ 9ǾŜǊȅ ŜȄǇƻǊǘŜŘ Ǌƻǿ ŎŀǊǊƛŜǎ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ǳƴƛǉǳŜ L5 ƛƴ ǘƘŜ ƭŀǎǘ 

column, which lets a later import match rows precisely even after a rename. 

 
Figure 57. The connection details and the import/export buttons. OPEN PORT is a diagnostic: it reports whether the client 

can actually reach the server on the configured port. 

Export first, then import. The exported file is the exact format the import expects, so the reliable way to 
prepare a bulk change is to export what you have, edit that file, and import it back - rather than building a 
CSV from scratch and discovering the column order by trial. 
The behaviour is chosen with a modifier code, set in the Import/Export modifier box and saved with the 

settings. Leave it empty for the safe default (MERGE). 

Modifier Behaviour 

(empty) = MERGE Enrich existing organisations: fill only their empty fields, never overwrite, 

never touch invoiced/paid, and append a contact whose e-mail is new. 

Create organisations that do not exist yet. The safe default ς it can never 

destroy data. 

CREATE_ONLY The old default: existing organisations are skipped untouched, only new 

ones are created. 

OVER_ALL Replace existing organisations entirely with the CSV content (same ID kept), 

and create missing ones. Use with care. 

/h¦b¢wL9{ κ /L¢L9{ κ Χ Import a one-column CSV into that settings list, adding only values not 

already present. Press SAVE SETTINGS afterwards. 

Multiple contacts per organisation 

In a customer/lead import, several rows that repeat the same organisation name are combined into one 

organisation with several contacts ς so one CSV can carry an organisation and all of its people. A contact is 

added only when its e-mail (or name, if no e-mail) is new. 

Before a large import 
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Modifier Behaviour 

Importing briefly holds the interface while it runs, so test with a small file first. Country/City values fill only 

when the label already exists in the settings lists ς import those lists first (COUNTRIES / CITIES), then SAVE 

SETTINGS, then import the partners. 
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12. Configuration Files (Administrator) 

Two plain-text files give administrators fine control over e-mail and over the external actions available 

from a partner. Both are opened from the Settings tab and both are re-read automatically, so changes 

take effect without rebuilding anything. 

12.1 mail.txt ς e-mail configuration 

hǇŜƴŜŘ ǿƛǘƘ a!L[ /w959b¢L![{Σ ƳŀƛƭΦǘȄǘ ƛǎ ǎǘƻǊŜŘ ǇŜǊ ƳŀŎƘƛƴŜ όƛƴ ǘƘŜ ǳǎŜǊΩǎ ŀǇǇƭƛŎŀǘƛƻƴ-data folder). It 

has three parts: the outgoing SMTP block used for mass mail and task reminders, and up to two incoming 

IMAP blocks used by the Activity flag. Lines beginning with # are comments. Leave a whole block blank to 

disable it. 

 
Figure 58. mail.txt open in Notepad. Roughly two thirds of the file is the comment block explaining each setting; the 

settings themselves are the few uncommented lines near the bottom. 

The file documents itself on purpose. Every line starting with # is a comment, and the comments carry 
the host names, the port numbers and a complete worked example, so the administrator filling it in does 
not have to have this manual open at the same time. 
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Figure 59. The IMAP section, which is what turns the Activity flag on. Filling in imap1_ is enough; the second account exists 

for organisations that watch two inboxes. 

Two settings here deserve a note. imap1_ignoresubjectstart takes a comma-separated list of subject 
prefixes that are silently ignored - out-of-office replies in every language your customers write in, so a 
fortnight of automatic replies does not raise a fortnight of flags. 
imap1_lookbackdays sets how far back the FIRST run reads. It exists for the day you connect the feature 
to a mailbox that already has history: set it to 60, delete imap_state.txt on the server, and the next fetch 
reads two months of mail into the partner records in one pass. Afterwards it is ignored - every later run 
reads only what is genuinely new. 
Saving the file triggers an immediate fetch, so the setting can be tested without restarting anything. Keep 
the file secure: it contains application passwords in clear text, which is why it lives in the user's own 
application-data folder and not on the server. 

Outgoing (SMTP) 

Field Meaning 

server SMTP server host, e.g. smtp.gmail.com, smtp.office365.com. 

port 587 (STARTTLS, recommended) or 465 (SSL). 

username Full e-mail address used to log in. 

password SMTP password ς for Gmail an application password (16 characters). 

from ¢ƘŜ ŀŘŘǊŜǎǎ ǎƘƻǿƴ ƛƴ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ CǊƻƳ ƘŜŀŘŜǊ όǳǎǳŀƭƭȅ ǘƘŜ ǳǎŜǊƴŀƳŜύΦ 

sender The display name shown next to the from address. 

delay_ms Pause between individual mass-mail messages, in milliseconds (e.g. 4000). 

send_assigned_task_email on (the default) or off. E-mails the assignee when a task is assigned to 

somebody other than the person saving it ς see section 6.4. 

Incoming (IMAP) ς the Activity flag 

Fill in imap1_ (and optionally imap2_) to have Wise CRM watch a mailbox. Saving the file triggers an 

immediate fetch. 

Field Meaning 

imapN_host IMAP server host, e.g. imap.gmail.com, outlook.office365.com. 

imapN_port IMAP SSL port ς almost always 993. 

imapN_user Full e-mail address used to log in. 

imapN_pass Application password. Gmail app passwords contain spaces ς paste them 

exactly as shown; only leading/trailing spaces are trimmed. 
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Field Meaning 

imapN_folder Mailbox to read. Default INBOX. A Gmail label name (e.g. Support) narrows 

it to that label. 

imapN_ignoresubjectstart Comma-separated subject PREFIXES to skip ς a message whose subject 

starts with any of them (case-insensitive, each item trimmed) is dropped 

and never flags a partner. Ideal for auto-replies. Leave blank to keep all. 

A complete Gmail example: 

server=smtp.gmail.com  
port=587  
username=you@gmail.com 
password=abcd efgh ijkl mnop  
from=you@gmail.com  
sender=Wise CRM 
delay_ms=4000 
  
imap1_host=imap.gmail.com  
imap1_port=993  
imap1_user=you@gmail.com  
imap1_pass=abcd efgh ijkl mnop  
imap1_folder=INBOX  
imap1_ignoresubjectstart=Out of office,Automatic reply  

Security 

mail.txt contains application passwords in clear text ς keep the machine and the file protected. Wise CRM 

never writes the password into any script left on disk; the generated helper scripts are hidden and self-

deleting. 

12.2 integrations.txt ς external actions 

Opened with EDIT INTEGRATIONS, integrations.txt defines the custom actions offered on the integrations 

screen (the External button on a partner). Each action is a small PowerShell script; Wise CRM fills in 

placeholders for the selected contact and organisation, then runs the script in a hidden session. The file is 

re-read every time the integrations window opens, so saved changes apply immediately. 
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Figure 60. integrations.txt. Each block is a name, two settings and the script that runs; // lines are comments and never 

reach PowerShell. 

An integration is a small PowerShell script with placeholders. Wise CRM substitutes the selected contact's 
e-mail, the organisation's domain and so on, then runs it. That is the whole mechanism - which means 
anything you can drive from PowerShell can become a button on the partner form. 

 
Figure 61. One complete block. The comment above the script explains WHY the sleeps are there - the kind of note that 

saves the next person an afternoon. 

The blocks that ship with the system are worth reading even if you never write your own: they are the 
working examples. The Outlook block above searches for the selected contact's messages and carries a 
comment explaining the timing problem it solves, which is exactly the sort of thing that is impossible to 
rediscover from the code alone. 
Set Active: 1 to make a block appear in the drop-down and Sequence Num to order it. Changes take 
effect the next time the integrations screen is opened - no restart. Because the file is per machine, one 
workstation can carry an integration the rest of the company does not have. 
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Block format 

Custom integration 5 (Write email to contact)  
Active: 1  
Sequence Num: 5  
<one or more PowerShell lines Ƶ the block runs as ONE script>  
@                                  < -  end of the block  

ω Active: 1 shows the integration in the drop-down, 0 hides it. 

ω Sequence Num: determines the order in the drop-down (1 = first). 

ω // lines are comments and are ignored everywhere ς they are never sent to PowerShell. 

ω @ on its own line ends the block. 

Placeholders (replaced before the script runs) 

Placeholder Value 

%EMAIL% %CONTACT% 

%PHONE% 

The selected contact (or the first one). 

%DOMAIN% The part of %EMAIL% after the @ sign. 

%ORG% %CITY% %COUNTRY% The organisation. 

%WEBURL% %LINKEDIN% The links stored on the integrations screen. 

%GUID% Internal ID of the organisation. 

What ships with it 

The file comes with ready-ƳŀŘŜ ōƭƻŎƪǎ ȅƻǳ ŀŎǘƛǾŀǘŜ ōȅ ǎŜǘǘƛƴƎ !ŎǘƛǾŜΥ мΥ ƻǇŜƴ ǘƘŜ ŎƻƴǘŀŎǘΩǎ ƻǊ 

ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ Ŝ-mail in Outlook or Thunderbird, write an e-mail, search Google / Google Maps / Google 

bŜǿǎΣ ƭƻƻƪ ǘƘŜ ŎƻƴǘŀŎǘ ǳǇ ƻƴ [ƛƴƪŜŘLƴΣ ŎƻǇȅ ǘƘŜ ŎƻƴǘŀŎǘΩǎ details to the clipboard, call via Teams or 

WhatsApp, and open a ticket search in osTicket, FreeScout, HESK or Tidio. The Outlook and Thunderbird 

blocks are shipped inactive because the right one depends on which mail client you use ς activate the 

pair that matches yours. 

Writing your own 

The universal test for any web-based system: type a search into its web interface and look at the address 

bar ς if the query appears in the URL, copy that URL into a new block with %EMAIL% in place of the query. 

Launch visible applications with Start-Process, exactly as the shipped examples do. 
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13. The Mobile App 

Wise CRM Mobile is a companion application for Android and iOS. It connects to the same server as the 

desktop client and shows the same data ς customers, leads, tasks and notes ς in a form designed for a 

phone. It is a read-and-review tool: ideal for checking a contact, a task or a note while away from the 

desk. 

 
Figure 62. The Customers tab on the phone. The title bar carries the count and the logged user; the search box filters as you 

type. 

The app is READ-ONLY by design. It exists to answer questions away from the desk - what is this 
customer's number, what did we agree, what is due this week - and not to be a second place where data 
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is edited. That single decision is what keeps it simple and what makes it safe to hand to somebody on the 
road. 
It talks to the same server as the desktop and reads the same files, so there is nothing to synchronise and 
nothing to go stale in a way that needs resolving. Pull the Refresh icon in the title bar and you have 
exactly what the desktop has. 

13.1 Connecting 

Sign in with the same licence, user name and password you use on the desktop. The app remembers your 

credentials and reconnects automatically. Mobile networks silently drop idle connections and the 

operating system suspends the app in the background, so the app quietly re-establishes the connection 

whenever it returns to the foreground or a request finds the link has gone ς you should rarely see a 

connection error. 
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Figure 63. The Settings tab. The same four values the desktop needs, plus the password reveal - useful when typing a long 

password on a phone keyboard. 

The credentials are stored on the phone and reused at every start, so the login screen appears once and 
then gets out of the way. LOG OUT forgets the password and brings the login screen back on the next 
start; the server, licence and user name are kept, because those rarely change. 
SAVE & RECONNECT drops the current connection and re-runs the whole handshake with whatever is in 
the boxes, which is also the quickest way to test a changed server address or a new password. 
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Figure 64. Start on. Which of the four data tabs the app opens on after logging in. 

It is saved the moment you pick it - there is no separate save for it, because it has nothing to do with the 
connection - and it applies from the next start of the app. Somebody who lives in the task list should not 
have to tap past the customer list every morning. 

13.2 The four tabs 

Tab What it shows 

Customers The customer list with search; tap an organisation for its contacts, actions, 

invoicing and details. 

Leads The lead list with search and the same detail view (plus follow-up state). 

Tasks Your tasks, filtered by Mine / Open / Overdue (see below), searchable by 

name and description. 

Notes Shared notes, searchable by title and text. 

The count of items on the active tab is shown in the title bar. Every detail screen scrolls and shows a 

draggable scroll bar. 
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Figure 65. The Notes tab. Notes restricted to other users are not merely hidden here - they are discarded as the file is 

parsed, so they are not on the phone at all. 
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Figure 66. A task on the phone. The chips carry everything the desktop shows in its middle column; the red one is the 

priority. 

The task detail reads top to bottom in the order you need it: what the task is, the chips that qualify it, the 
description, then the partners it is linked to, then the comment history. On a phone the description has to 
come before the linked partners - a task linked to nine organisations would otherwise push its own text 
off the bottom of the screen. 
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Figure 67. The linked customers and leads of one task, each tappable straight through to that partner's own screen. The 

icon says which kind it is - a building for a customer, a figure with a magnifier for a lead. 

The heading counts what is actually shown, not what the record holds: a linked partner this user may not 
see, or one that has since been deleted, is left out of both the list and the count. Tapping a row opens 
ǘƘŀǘ ǇŀǊǘƴŜǊΣ ǿƘƛŎƘ ƛǎ Ƙƻǿ ȅƻǳ ƎŜǘ ŦǊƻƳ άǿƘŀǘ ŀƳ L ǎǳǇǇƻǎŜŘ ǘƻ Řƻ ǘƻŘŀȅέ ǘƻ άǿƘƻ Řƻ L Ŏŀƭƭ ŀōƻǳǘ ƛǘέ ƛƴ 
two taps. 

13.3 Task filters 

The Tasks tab carries three checkboxes at the top that combine freely: 
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Figure 68. The three task checkboxes on the phone. Mine and Open are ticked by default, which is the list most people want 

on a phone. 

¢ƘŜ ǘƘǊŜŜ ŎƻƳōƛƴŜΣ ŀƴŘ ǘƘŜ ŘŜŦŀǳƭǘǎ ŀǊŜ ǘƘŜ ŀƴǎǿŜǊ ǘƻ άǿƘŀǘ ǎƘƻǳƭŘ L ōŜ ŘƻƛƴƎέΥ Ƴȅ ǘŀǎƪǎΣ ǎǘƛƭƭ ƻǇŜƴΦ 
Untick Mine to see the whole team's work, untick Open to bring completed tasks back, tick Overdue to 
cut straight to what is late. 
The search box above them looks in the task name and the description, the same two fields the desktop 
searches, and the count in the title bar always reflects what the filters have left - so the title is also the 
quickest sanity check that a filter is doing what you meant. 

Checkbox Effect (default) 

Mine Only tasks assigned to you (ON by default). 

Open Hide completed tasks ς show only open ones (ON by default). 

Overdue Only tasks past their finish date (OFF by default). 

Completed tasks (when shown) sort to the bottom of the list, exactly as on the desktop. 

13.4 Visibility ς same rules as the desktop 

The mobile app enforces the identical who-sees-what rules the desktop applies: project jurisdiction for 

partners and tasks, the private-task rule (creator and assignee only), and per-user note visibility. 

Administrators see everything. What you can see on your phone is exactly what you can see on the 

desktop with the same account. 
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14. Administration & Server Notes 

This chapter collects the topics an administrator needs when installing, upgrading or troubleshooting the 

system. Day-to-day users can skip it. 

14.1 The server 

WCRM_Server.exe stores all data as files on the server disk, organised per licence, and serves them to 

every client over TCP (default port 49152). It needs no database engine. A background job inside the 

server rebuilds the incoming-mail address lookup once a day (after 01:00) and once on start-up, so 

restarting the server is a safe way to refresh that table immediately after adding contacts. 

14.2 Upgrade / deploy order 

When a change touches both the server and the client, deploy the server first, then the clients. The 

server keeps supporting older clients, so upgrading it first never breaks anyone; a new client talking to an 

old server, however, may rely on features the old server lacks. Data files are forward-compatible ς an 

older client simply ignores fields it does not understand. 

14.3 Firewall troubleshooting 

If the server is running and listening but no client can connect (and, on the server, no activity is logged at 

all), suspect the Windows Firewall on the server. Remember that in Windows Firewall a BLOCK rule 

always overrides an ALLOW rule ς so an explicit allow rule for the CRM port will not help if some other 

block rule (for example an automatic ban script maintained for a web server on the same machine) is 

dropping the traffic. Scope such block rules to the web ports only (80, 443) and whitelist your own and 

ǘƘŜ ǎŜǊǾŜǊΩǎ ŀŘŘǊŜǎǎŜǎΣ ƻǊ ǘƘŜ /wa ǇƻǊǘ Ŏŀƴ ōŜ ŎŀǳƎƘǘ ƛƴ ǘƘŜ ŎǊƻǎǎŦƛǊŜΦ hƴ ǘƘŜ ŎƭƛŜƴǘ ǎƛŘŜΣ ǘƘŜ ht9b thw¢ 

button (chapter 2) handles the common local-firewall case. 
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Figure 69. Log.txt. Every command the client sends and every answer it gets, with a timestamp - which is what makes a 

problem report answerable. 

The client and the server each keep one of these. When something behaves oddly, this file is where the 
answer is, and it is usually readable without any knowledge of the internals: the command names say 
what was being attempted and the byte counts say whether it arrived. 

 
Figure 70. A few lines in context. Here the incoming-mail fetch reports that the server's nightly address index is not there 

yet, and says what it will do about it - keep the downloaded mail and try again. 

Two habits make the log worth having. When you report a problem, quote the few lines around the time 
it happened rather than describing them - the exact wording matters. And when a feature seems not to 
work at all, look for its name in the log before assuming it is broken: a line saying what it decided and why 
is usually already there. 
 
 
 




















